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CHAPTER 1
INTRODUCTION

1.010. Purpose.

1.020. Applicability.

1.030. Interpretation.

1.040. Amendments.

1.050. Distribution.

1.060. Acknowledgement Form.

1.070. Disclaimer.

1.080. Conflicts.

1.090. Reasonable Accommodation for Disabilities.

1.010. Purpose.

The purpose of these Personnel Policies and Procedures (“Policies and Procedures”) is to
provide guidelines and information for City employees to assist them in performing and pursuing
competent and satisfying employment with the City. It is the intent of the City to comply with all Federal
and State laws and regulations applicable to the City and/or its employees, whether mentioned herein or
not.

1.020. Applicability.

These Policies and Procedures shall apply to all City employees and appointed officers, except
where otherwise specifically excluded. These Policies and Procedures do not apply to elected officials,
members of commissions and committees, or persons engaged under contract to supply professional or
technical services. These Policies and Procedures are in addition to any other department-approved
policies and procedures or operational standards, including, but not limited to, Police Department and Fire
Department policies and operational standards.

1.030. Interpretation.

The City Manager shall provide the official interpretation of these Policies and Procedures. The
department heads and supervisors shall be responsible for implementing these Policies and Procedures
within their departments under the direction of the City Manager and the Human Resources Manager.

1.040. Amendments.

Personnel practices and procedures are in a constant state of change and the City will review the
policies and procedures set forth herein as needed to best serve the needs of the City and its employees.
The City reserves the right to unilaterally alter, amend, except or revoke any policy, practice or procedure
set forth herein in its sole discretion. All amendments shall be approved in writing by resolution of the
City Council. Any minor amendment, being defined as one that does not significantly alter a policy
herein, will be submitted to the City Council for review at the next regularly scheduled work session. If
there are no objections from the Mayor or members of the City Council, the proposed minor policy
amendment shall be deemed approved. At the request of the Mayor or any member of the City Council,
any minor proposed amendment shall be scheduled for the next regular City Council meeting for a vote
by the council.
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1.050. Distribution.

A copy of these Policies and Procedures and any amendments hereto shall be made available to
all employees and appointed officers in electronic or hard copy format. Employees will be naotified in
writing of any amendments to these Policies and Procedures. The content of the amendments will be
made available in electronic format unless a hard copy is requested by the employee. The City shall be
responsible for keeping the electronic and hard copy of the Personnel Policies and Procedures up to date
with amendments. A log sheet shall be provided by the City to assist in recording and tracking updates.

1.060. Acknowledgment Form.

City employees are responsible for being aware of and adhering to all the provisions of these
Policies and Procedures and any amendments hereto. Each employee shall sign and submit to the City
an Acknowledgment Form (See Appendix A), as provided by the City, attesting to the fact that he or she
has received instructions on how to access a copy of these Policies and Procedures and any
amendments to these Policies and Procedures and has agreed to read and understand the provisions set
forth herein. Submission of a signed Acknowledgement Form shall be a condition of employment for all
employees. The signed Acknowledgment Form shall be filed in the employee’s personnel file.

1.070. Disclaimer.

The information contained herein, and any amendments or alterations hereto, do not constitute a
contract or agreement of any kind between the City and its employees. No person other than the City
Manager and the Mayor, as applicable stated by city code and state code, with the advice and consent of
the City Council, has the authority to enter into an agreement with any employee for any specified
employment term or to make any commitments contrary to the relationship of City employees. Any such
agreement or commitment must be made in writing. The information and policies contained herein shall
not constitute or create any rights in or obligations to any persons or parties other than to the City and its
employees. Nothing herein shall be construed to limit the City’s right to discharge an employee or to
create any other obligation or liability on the City. The City alone shall be entitled to enforce or waive the
provisions of any policy, practice or procedure set forth herein.

1.080. Conflicts.

Except as otherwise specifically provided, these Policies and Procedures supersede all prior
letters, memoranda, resolutions, policies, and procedures of the City which are inconsistent with the
matters stated herein. In the event of a conflict between any of the provisions set forth herein or with
department approved policies and procedures, the more restrictive provision shall apply. If any provision
or part of these Policies and Procedures or the application thereof is found to conflict with any State or
Federal law or City Ordinance, the conflicting provision or part is hereby declared inoperative to the extent
of the conflict, but such conflict shall not affect the operation of the remainder of these Policies and
Procedures or any of their application.
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1.090. Reasonable Accommodation for Disabilities.

Any City policy, program, or practice that has an intended or unintended effect of discrimination
against or the maintenance of accessibility barriers to those with disabilities, as defined under the
Americans with Disabilities Act, is subject to modification as a reasonable accommodation for those with
disabilities. Barriers that are immediately apparent and which may be overcome through minimal effort by
a present city official should be removed or overcome without delay. Requests for reasonable
accommodation that require permanent changes to programs or policies shall be referred to the City’s
ADA Coordinator, who is the Human Resource Manager.
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CHAPTER 2
ADMINISTRATION

2.010. Human Resource Manager.

2.020. Job Descriptions.

2.030. Classification Plan.

2.040. Personnel Records.

2.050. Employee Inquiries and References.

2.010. Human Resource Manager.

The City has created the position of Human Resource Manager. The Human Resources
Manager is responsible for the administration and implementation of these Policies and Procedures and
applicable City Ordinances. The duties and responsibilities of the Human Resources Manager, with
respect to these Policies and Procedures, include, but are limited to, the following:

€) to develop, implement and administer these Policies and Procedures;

(b) to promote the fair treatment of employees and the administration of these Policies and
Procedures; and

(c) to review these Policies and Procedures and recommend suggestions or changes
deemed necessary to the City Manager.

2.020. Job Descriptions.

The City should provide and maintain a current job description for each employment position
available within the City. Each job description should include the scope of responsibility, supervisory
duties, typical duties, qualifications, knowledge, skills and abilities, essential functions, physical demands,
and job environment. All employees will be assigned to employment as provided in an established job
description and must be able to meet the requirements for performing the essential functions of the
position to which assigned (with or without a reasonable accommodation to the extent required under the
Americans with Disabilities Act). Recruitment and hiring of new employees should be based on the
requirements and duties listed in the relevant job description.

2.030. Classification Plan.

The City shall establish and adopt a Classification Plan setting forth the positions and
corresponding job descriptions of City employees.

2.040. Personnel Records.

€) Personnel Records. Federal and State law requires employers to keep detailed data
about their employees. It is the policy of the City to maintain personnel records concerning its employees
in accordance with applicable Federal and State law. Such records may include, but are not limited to,
records regarding hiring, compensation, leave, awards, grievances, disciplinary action, education,
training, and other relevant records.
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(b) Updates. Each employee is responsible for keeping the City notified of any changes in
employee information such as name, address, telephone number, tax exemptions and related information
so that the employee's personnel records may be accurately maintained.

(c) Maintenance. Personnel records shall be maintained, classified, and accessed in
accordance with the Government Records Access and Management Act, as set forth in Utah Code Ann.
8§ 63-2-101, et seq., and the Utah Municipal Records Retention Schedule, as adopted and amended by
the City.

(d) Access. Pursuant to Utah Code Ann. 88 67-18-1, et seq., as amended, employees of the
City have the right to examine and make copies of documents in their own personnel files. Upon written
request from an employee, the City shall produce the employee’s personnel file for inspection and
copying during regular business hours. Such inspection and copying shall be under the direct supervision
of the Human Resources Manager, or his or her designee. Access and examination of personnel records
by persons other than the employee must provide a written request and is subject to the provisions of the
Government Records Access and Management Act, as set forth in Utah Code Ann. §8 63-2-101, et seq.,
as adopted and amended by the City. Access and examination of personnel records by the City Manager
and/or the employee’s direct Department Head, or his/her designee, will be provided upon written request
which will be kept with the personnel file and is not subject to the provisions of the Government Records
Access and Management Act. Requests by a Department Head to access and examine personnel
records of an employee that he/she does not directly supervise must have approval by the City Manager.

2.050. Employee Inquiries and References.

All inquiries from outside parties regarding current and former employees shall be directed to the
Human Resources Manager or his or her designee. For purposes of extensive background investigations
on current and former Police Officers a liability release form signed by the employee is required and the
Police Chief in cooperation with the Human Resource Manager may respond to questions with factual
information. Pursuant to the Employer Reference Immunity provisions of Utah law, as set forth in Utah
Code Ann. § 34-42-1, as amended, an employer who in good faith provides information about the job
performance, professional conduct, or evaluation of a former or current employee to a prospective
employer of that employee, at the request of the prospective employer of that employee, may not be held
civilly liable for the disclosure or the consequences of providing the information. Notwithstanding
statutory protection, the City reserves the right to require a written reference and liability release form
from former employees regarding requested references. Reference and liability release forms may also
be filled out by employees upon termination of employment with the City.
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CHAPTER 3
EMPLOYEE HIRING

3.010 Equal Opportunity Employer.

3.020. Employment Philosophy.

3.030. Employment of Relatives (Nepotism).
3.040. Employment of Minors.

3.050. Authority to Hire.

3.060 Recruiting.

3.070. Newly Created or Existing Positions.
3.080. Advertising.

3.090. Open Position Notices.

3.100. Application Process.

3.110. Interviews.

3.120. Testing and Investigations.

3.130. Job Offers.

3.140. Employment Eligibility Verification.
3.150. Employee Orientation.

3.160. Disqualification.

3.170. Rehires.

3.010 Equal Opportunity Employer.

Syracuse City is an “Equal Opportunity Employer" and it is the policy of the City to comply with
Federal and State equal employment opportunity laws and guidelines. The City shall not discriminate in
the hiring, employment, promotion, evaluations, or other employment practices with respect to its
employees on the basis of race, color, religion, sex, national origin, political affiliation, age, pregnancy,
childbirth or pregnancy-related condition, disability, status as a veteran, or genetic information, in
accordance with applicable Federal and State laws. It is the policy and commitment of the City to protect
the civil rights of all employees and applicants for employment with the City and to provide a work
environment free from discrimination and harassment.

3.020. Employment Philosophy.

The City Council shall adopt and maintain a Recruitment & Retention Policy for the city, which
purpose is to attract the best talent possible, motivate and retain that talent for the overall benefit of the
citizens. The City seeks to attract and retain the most highly qualified and competent employees who
exhibit the qualities and characteristics required for and consistent with the job to be performed.
Evaluation of employment applicants will be made on the basis of education, skills, experience, character,
competence, ability to work and relate with co-workers, supervisors and the public, and potential job
performance and learning consistent with the needs of the City and the specific position to be filled. The
City may check references of the applicant before an offer of employment is made. A copy of the
Recruitment & Retention Policy is attached hereto as Appendix B and incorporated herein by this
reference.

3.030. Employment of Relatives (Nepotism).

It is the policy of the City to comply with the provisions of Title 52, Chapter 3, of the Utah Code
Annotated. The City restricts the hiring of city employees’ relatives. A relative is defined as the
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employees’ husband, wife, parent, stepparent, nephew, niece, grandparent, son-in-law, daughter-in-law,
sister, stepsister, brother, stepbrother, son, stepson, daughter, stepdaughter, grandchild, mother-in-law,
father-in-law, brother-in-law, sister-in-law, aunt, uncle, or first cousin; or a spouses’ grandparent,
grandchild, aunt, uncle, nephew, niece, or first cousin. Guidelines regarding employment of relatives are
as follows:

(a) A person may be hired within the same department as long as there is not a direct or indirect
supervisor/subordinate relationship between the employees, a conflict of interest or the
appearance of a conflict of interest.

(b) Inthe event that an employee who directly or indirectly supervises another employee who
becomes related as a result of a marriage, the City will attempt to find a suitable position
within the City to which one of the affected employees may transfer. If an accommodation of
this nature is not feasible, the employees will be permitted to determine which of them will
resign.

(c) No employee who is related to someone within the same department shall be promoted to a
Department Head or Supervisor position.

3.040. Employment of Minors.

The City may employ minors from time to time and it is the policy of the City to comply with all
State and Federal laws and regulations regarding the employment of minors, including, but not limited to,
Utah Code Ann. 88 34-23-101, et seq., 29 U.S.C. 8212 and 29 C.F.R. Part 570. The law prohibits
employment of minors under age 14 and no one under the age of 18 may perform a hazardous job as
defined by the Fair Labor Standards Act (FLSA). Please see the Human Resource Manager for further
information on such duties. Employees who are 14 or 15 years of age may not work more than 3 hours on
a school day, may not work past 7PM from Labor Day to June 1%t, and may not work past 9PM from June
1stto Labor Day. Please see Work Hours and Breaks and Lunch Periods in Chapter 6 for additional
information in regard to employment of minors.

3.050. Authority to Hire.

In accordance with the hiring provisions set forth in Title 1 (Administration) of the Syracuse City
Ordinances, hiring shall be conducted as follows:

€) With the exception of department head positions and positions required by law to be
appointed by the Mayor and/or City Council, the City Manager, or his or her designee, has the authority to
post, interview, and hire for all available employment positions within the City.

(b) It is the responsibility of the Mayor, with the advice and consent of the City Council, to
appoint individuals to all department head positions and positions otherwise required by law, such as the
City Recorder and City Treasurer. The City Manager, or his or her designee, shall assume the
responsibilities of posting, interviewing, and making final recommendations to the Mayor and City Council
for such positions.

3.060 Recruiting.

All recruitment shall be conducted in accordance with the City’'s Equal Opportunity Employer
policy as set forth in Section 3.010. All selecting and advancing of employees in the City personnel
system shall be on the basis of the applicant and/or employee’s ability, knowledge, and skill levels related
to the vacant position in accordance with the City’s Employment Philosophy set forth in Section 3.020. All
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hiring shall be based upon the job description for the specific position opening. If the recruitment is for a
newly created position, a job description, classification, and salary range shall be prepared by the City
prior to recruiting for the proposed position and the position approved by the City Council in accordance
with Section 3.070. Syracuse City employees that apply for and meet the minimum qualifications
required for an open position should be interviewed during the interviewing process with the other outside
applicants. With City Manager approval and within one (1) year of termination, a previous employee who
left in good standing may be recruited and rehired without going through the application process. The
employee can only be rehired for the same position he/she left and will still be required to go through the
pre-employment and new hire processes.

3.070. Newly Created or Existing Positions.

Newly created regular or appointed positions may be created by the City Council through
authorization and approval of the job description, classification, and salary range of the position, either
through the annual budget authorization or by separate action of the City Council. Any department head
wishing to create a new position within his/her department shall submit a request to the Administrative
Services Director. If acceptable to the Administrative Services Director & the City Manager, the new
position request shall be forwarded to the City Council for review and recommendation. If approved by the
City Council, the Department Head shall work with the Administrative Services Director and Human
Resources Manager, or designee, to create the job description, classification, and pay range.

3.080. Advertising.

Upon approval by the City Council for new positions and approval by the City Manager for
existing positions, the Human Resources Manager or designee will prepare advertisements for job
openings and post notice of such openings as provided herein. Advertising for job openings should be
posted at the City Offices and a copy of the posting sent via email to each employee. In addition, and at
the same time, the Human Resources Department will publicly advertise all new and vacant positions. In
general, all new and vacant positions will be posted externally on the Syracuse City Website and through
the Utah Department of Workforce Services. Other media, including newspapers, social media, and
professional publications, may be used. Advertisements for positions shall be posted for a minimum of
seven (7) days. In the event of an open Full-Time position that is the same job title and job description as
a filled Part-Time position, the Supervisor may have the option to advertise the open Full-Time position
internally but must be advertised internally at all departments. Non-public safety departments can hire
from an applicant pool from a previous job advertisement if it is within 6 months of the posting date. Public
safety departments can hire from a previous job advertisement if it is within 1 year of the posting date.

3.090. Open Position Notices.

Open position notices prepared by the Human Resources Manager or designee should contain a
statement indicating the City’s Equal Opportunity Employer status. Open position notices should also
specify what application information is required (resume, cover letter, etc.), where job applications may be
obtained, instructions on returning completed applications, and the deadline for filing an application.

3.100. Application Process.

€) An application for employment will be accepted from applicants for employment using the
online applicant tracking software on the City website at www.syracuseut.gov. No one under the age of
eighteen (18) may apply for or be hired for full-time employment with the City. No one under the age of
fourteen (14) may apply for or be hired for any employment position with the City.
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(b) Completed applications will be kept on file for the open position and shall be retained in
accordance with the Government Records Access and Management Act, as set forth in Utah Code Ann.
8§ 63-2-101, et seq.

(c) All job applications shall be electronically signed by the job applicant and the truth of all
information contained therein shall be certified by the job applicant’s signature. The job applicant shall
provide a copy of required certified educational transcripts either with the application or upon hire.

(d) Applications may be rejected for, but not limited to, the following reasons:
() The applicant does not meet the minimum qualifications established for the
position;
(ii) The applicant voluntarily indicates that he or she is physically or mentally unable

to perform the essential duties and responsibilities of the position with or without
reasonable accommodation(s) (determined only after a conditional offer of
employment has been extended to a job applicant and pending the results of a
medical examination);

(i)  The applicant has falsified a material fact or failed to complete the application;
(iv) The applicant failed to timely file the application;

(v) The applicant has an unsatisfactory employment history or poor work references;
or

(vi) If an examination is required, the applicant failed to attain a passing score.

3.110. Interviews.

The Human Resources Manager or designee, in conjunction with the hiring department head or
the City Manager, will select applicants to interview from those who have passed the preliminary
screening tests and job applications. Job-related duties and qualifications will provide the basis for initial
screening of job applicants. Individuals conducting job interviews shall only ask questions that pertain to
the job position. A structured interview guide shall be developed and reviewed by the Human Resources
Manager or designee and the department head filling the position before the interview begins. The guide
will be developed in accordance with the Syracuse City Equal Employment Opportunity policy. During the
interview, each interviewer will complete the structured interview guide developed for the position. If a
point system is used by the interview panel, then the following, non-cumulative preference points shall be
applied to the overall score at the end of the process: 5% to eligible Veterans and 10% to disabled
Veterans or purple heart recipients. If a point system is not used for the interview, then Veteran
preference is used to decide between candidates who are in equal contention for the position at the
conclusion of the interviews, in favor of the Veteran. In the case of an eligible spouse, widow, or widower,
shall be given the same percentage and preference the qualifying Veteran is, or would have been,
entitled to. The Veteran or eligible spouse, widow or widower must bring a copy of their Certificate of
Release or Discharge from Active Duty (DD214 Form) to the interview to claim Veteran’s Preference. An
eligible spouse, widow, or widower, is defined as the spouse of a veteran who is unemployed and 100%
disabled or has retired, separated, or resigned due to such disability; OR is a widow of a Veteran that
served during war through 1952-1955; OR is a widow of a Veteran that died while active duty. The
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Human Resources Manager or designee shall be given the opportunity to attend all interviews for Full-
Time positions.

3.120. Testing and Investigations.

Applicants for positions with the City may be subject to competitive testing or condition of
employment testing which may include, but is not limited to: determination of bondability, rating of
education and experience, written, oral, or physical tests, drug testing, medical examinations, driving
record evaluations, and/or background investigations in accordance with these Policies and Procedures
and applicable provisions of law. See Chapters 13-15 of these Policies and Procedures regarding
Employee Testing and Evaluation. The structure and methods of testing shall be reviewed by the Human
Resources Manager or designee prior to the testing being conducted.

3.130. Job Offers.

After a job applicant is approved by the Human Resources Manager or designee and the hiring
department head (and City Council as applicable for department head positions), with the consent of the
City Manager, the Human Resources Manager, designee or department head in coordination with the
Human Resources Manager, shall notify the successful job applicant of his or her conditional selection
through: (1) a telephone call; and (2) a written job offer letter. To accept a job offer, the candidate must
sign the written job offer, thereby making the offer official. The original job offer letter is then filed in the
employee’s file and a copy is given to the new employee. A job offer cannot be made any sooner than
seven (7) days of posting. Written job offer letters will include the following:

€) The employee’s job title;

(b) A clear statement of the job description;

(© The employee’s supervisor;

(d) The employee’s starting salary (starting salary offers for exempt positions shall be figured

as both an annual and bi-weekly amount and starting salary offers for non-exempt
positions shall be figured as the equivalent hourly wage);

(e) Any applicable relocation commitments;
) A summary of the benefits in which the employee will be eligible to participate;
(9) Syracuse City’s at-will employment policy, to the extent applicable;

(h) The employee’s starting date;
0] The length of the employee’s probationary period;

()] Notice that employment is contingent upon passing a background investigation, drug
testing, driving record evaluation, medical examination, any other testing or investigation,
and copies of required certifications to the extent required under these Policies and
Procedures for the particular position.
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3.140 Employment Eligibility Verification.

In conformance with the "Immigration Reform and Control Act of 1986" (P.L. 99-603) and in order
to avoid monetary penalties for the hiring of illegal workers, the Human Resources Manager or designee
shall establish an employment verification system and shall verify that all applicants for vacant positions
or persons hired to fill vacant positions are authorized to work within the boundaries of the United States.

3.150. Employee Orientation.

On the first day of work the new employee should receive a general orientation concerning
applicable benefits, compensation practices, personnel policies and procedures, vacation, holiday and
sick leave, work hours, parking, and various employment expectations. After a new employee is hired, he
or she shall fill out all required pre-employment forms, benefit applications, and enrollment forms. In
addition to any other required forms, the following forms shall be filled out by all new employees:

€) Employment Eligibility Verification Form (Form [-9);
(b) Federal Withholding Statement (Form W-4);
(c) Utah New Hire Registry Reporting Form;
(d) Applicable Utah Retirement System (URS) Form;
(e) Syracuse City Direct Deposit Form;
) Personnel Policies and Procedures Acknowledgement Form; and
(9) If applicable, all benefits enrollment forms.
3.160 Disqualification.

The City reserves the right to reject any application which indicates on its face that the applicant
does not possess the minimum qualifications required for the position. Applicants and subsequently hired
applicants who make false statements or who are found to have engaged in any type of deception or
fraud in the application or testing process may be rejected or terminated, if hired.

3.170 Rehires.

Job applications received from former employees will be processed using the same procedures
and standards that govern all other non-employee applications. The Human Resources Manager or
designee will review the former employee’s personnel records and the circumstances surrounding
termination of previous employment with the City. Former employees who have been terminated for
cause, or who voluntarily resigned while facing disciplinary action, or who did not give a two (2) week
notice are not eligible for rehire. Employees who voluntarily resign in lieu of or are terminated due to
lacking skill sets, unable to pass training or obtaining required certifications will not be deemed as “for
cause” and will be eligible for rehire. Employees must give a two (2) week notice in order to be eligible for
rehire unless deemed otherwise at the discretion of the City Manager. Eligibility for rehire should be noted
on termination forms. Applicants who are rehired shall be required to serve a probationary period in
accordance with these Policies and Procedures. Former employees who terminated employment with the
City in good standing may maintain the original anniversary date for benefit purposes if they are re-
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employed by the City within one (1) year after the date of termination.
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CHAPTER 4
EMPLOYMENT STATUS

4.010. General Policy.

4.020. Employee Definitions.

4.030. FLSA Employment Status.

4.040. Probationary Employment Period.
4.050. Light Duty Status.

4.060. Volunteers.

4.070. Court Ordered Service.

4.010. General Policy.

Employment positions within Syracuse City are defined and classified into various categories that
relate to employment status, hiring procedures, compensation, benefits eligibility, and applicability of
certain Federal and State laws. Such categories are subject to change depending upon the requirements
of State and Federal law, City policy or City Ordinances.

4.020. Employee Definitions.

Each employee position available with the City is defined and categorized as one of the following,
depending upon the number of required working hours for the particular position and/or the temporary
nature of the position. Elected officials are excluded from these categories.

€) Full-Time. An employee working in a position for which the normal work schedule is forty
(40) or more hours per week is considered a full-time employee. Full-time employees are eligible for
participation in City provided benefits programs as more particularly set forth in these Policies and
Procedures.

(b) Part-Time. An employee working in a position for which the normal work schedule is less
than thirty (30) hours per week is considered a part-time employee. Part-time employees are not eligible
for benefits except as expressly provided herein or otherwise required by law. Part-time employees are
at-will and may be terminated at any time with or without cause, without appeal.

(c) Seasonal. An employee working in a position that is expected to work for six (6) months
or less per year and which the need for the position ends typically in conjunction with a season is
considered a seasonal employee. Seasonal employees are not eligible for benefits except as expressly
provided herein or otherwise required by law. Seasonal employees are at-will and may be terminated at
any time with or without cause, without appeal.

(d) Temporary. An employee working in a position that is expected to work for six (6) months
or less per year, less than thirty (30) hours per week and which the need for the position ends after a
single project is not typically repeated each year is considered a temporary employee. Temporary
employees are not eligible for benefits except as expressly provided herein or otherwise required by law.
Temporary employees are at-will and may be terminated at any time with or without cause, without
appeal.
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(e) Intern. A temporary employee who is attending courses related to the position and is
expected to work for eighteen (18) months or less and less than thirty (30) hours per week. Intern
employees are not eligible for benefits except as expressly provided herein or otherwise required by law.
Intern employees are at-will and may be terminated at any time with or without cause, without appeal.

4.030. FLSA Employment Status.

To facilitate provisions of the Fair Labor Standards Act (“FLSA”) regarding employee eligibility for
overtime compensation, employees shall be classified as either exempt or nonexempt. These categories
are defined as:

€) Exempt. Employees who are not covered by or subject to the overtime requirements and
regulations of the FLSA are deemed “exempt.” Employees are classified as exempt based upon the
nature of the work, conditions of employment, and criteria set forth in the FLSA and related Federal rules
and regulations.

(b) Non-Exempt. Employees who are covered by and subject to the overtime requirements
and regulations of the FLSA are deemed “non-exempt.”

4.040 New Hire Probationary Employment Period.

€) All newly hired Full-Time employees shall be subject to a twelve (12) month Probationary
Period. The Probationary Period shall begin on the first day of employment and shall continue for twelve
(12) months thereafter. The Probationary Period is established to evaluate the performance and potential
of the new employee, determine the employee's retention, possible transfer, or termination, and to give
the employee the chance to evaluate the job.

(b) At any time during the New Hire Probationary Period, the employee may be terminated
by the City with or without cause and without right to due process, notice, or appeal in connection with the
termination.

(c) At any time during the New Hire Probationary Period, if the employee’s department head
has concerns regarding the employee’s performance or if the employee is facing disciplinary action, the
department head may extend the New Hire Probationary Period. The Police Chief & the Fire Chief may
extend an employee’s New Hire Probationary Period by six (6) months if the employee is going through
training requirements to become certified.

4.050. Light Duty Status.

Employees that incur a medical condition and are recommended by a medical doctor to only be
involved in "light duty" activity may be assigned work in accordance with light duty operations and
functions as approved by the Human Resources Manager in cooperation with the Department Head.
Light duty assignments will be temporary and short term in nature, usually not exceeding thirty (30)
workdays. Each case will be reviewed independently and will only be extended for extenuating
circumstances. Light duty assignments over thirty (30) days must be approved by the City Manager. Fire-
fighting employees working 24-hour shifts that are placed on light duty status will be scheduled to work
40-hour work weeks.
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For employees that incur a work-related medical condition and are recommended by a medical
doctor to be released to work on “light duty”, the department head will pursue any and all available
options to accommodate the light duty for the employee. Fire-fighting employees working 24-hour shifts
that are placed on light duty status will be scheduled to work 40-hour work weeks. In an attempt to
prevent the claim from moving to a lost time claim and to reduce costs of the worker’s compensation
claim, the city will temporarily convert the hourly pay rate of the fire-fighting employee working 24-hour
shifts to an amount equivalent to their regular paycheck. Once that employee is released to full duty, their
hourly pay rate will revert to their previous wage.

4.060 Volunteers.

€) Volunteers are persons who donate services as authorized by the City without pay or
other compensation other than expenses actually and reasonably incurred as approved by the City,
exclusive of “court ordered” volunteers as set forth in Section 4.070. The City Manager may establish
volunteer programs and develop guidelines for the use of volunteers. Volunteer programs and guidelines
proposed by the City Manager that are either outside of the current adopted budget or involves an
exceptional amount of risk would require approval from the City Council. All volunteers providing services
for the City may be required to sign an agreement (See Appendix C) defining the nature and terms of the
volunteer services. A volunteer may not donate any service to the City unless the volunteer’s services
are approved by the City Manager and the volunteer has submitted a signed volunteer form to the City as
required herein.

(b) Volunteers may be provided protections under the Volunteer Government Workers Act,
as set forth in Utah Code Ann. §8 67-20-1, et seq., as amended, which provides volunteers may be
deemed an employee of the City for purposes of workers’ compensation benefits, operation of motor
vehicles, and liability protection and indemnification normally afforded paid government employees.

4.070. Court Ordered Service.

Court ordered community service volunteer labor is authorized but shall be accepted at Syracuse
City only when ordered through the Syracuse City Justice Court. Court ordered volunteers may be
considered an employee of the City for purposes of workers’ compensation benefits as more particularly
provided in the Volunteer Government Workers Act, as set forth in Utah Code Ann. 8§88 67-20-1, et seq., as
amended, regarding “compensatory service workers,” as defined therein.
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CHAPTER 5
COMPENSATION

5.010. General Policy.

5.020. Recruitment & Retention Policy
5.030. Pay Grade for New Employees.
5.040. Pay Progression.

5.050. Meritorious Performance.
5.060. Merit Increase for those at the Range Maximum.
5.070. Cost of Living Adjustments.
5.080. Position Adjustments.

5.090. Overtime.

5.100. Compensatory Time.

5.110. Holiday Pay.

5.120. On-Call Pay.

5.130. Training Pay.

5.140. Emergency Call Back.

5.150. Special Programs.

5.160. Outside Overtime.

5.170. Wildland Fire Program.

5.180. Severance Pay.

5.010 General Policy.

Syracuse City will pay at least minimum wage and overtime to all Non-Exempt employees in
accordance with applicable provisions of the Fair Labor Standards Act (FLSA). Syracuse City may
compensate all Exempt employees with time off for extra hours worked as more particularly set forth
herein. Syracuse City will also provide equal pay to all employees doing similar work which requires
substantially equal skill, effort, and responsibility and are performed under similar working conditions in
accordance with the FLSA and the Equal Pay Act of 1963.

5.020. Recruitment & Retention Policy

€) Recruitment & Retention Policy. The City Council shall adopt and maintain a
Recruitment & Retention Policy for the City, including minimum and maximum rates of pay for each
position within the City’s personnel system and such intermediate steps or grades as deemed necessary
and equitable for employee compensation (“Recruitment & Retention Policy”). The Recruitment &
Retention Policy may also include salary administration guidelines, position pay grade schedule, and
salary schedule, as adopted by the City. Salaries shall be linked to the position classification plan and
may take into consideration the following prevailing practices and factors: ranges of pay for other
positions; prevailing rates of pay for similar employment in both public and private organizations; cost of
living; market trends, other benefits; and the financial policy and economic conditions of the City.
Independent market studies may be authorized at the discretion of the City Council when deemed
necessary. Compensation for statutory officers shall be subject to public hearing requirements and
adopted by ordinance of the City Council in accordance with applicable provisions of Utah Code Ann. §
10-3-818, as amended. A copy of the Recruitment & Retention Policy is attached hereto as Appendix B
and incorporated herein by this reference.
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(b) Updates and Amendments. The Recruitment & Retention Policy should be reviewed and
analyzed annually by the Human Resources Manager and City Manager who may recommend
appropriate changes to the City Council. The City Council may review and make appropriate changes to
the Recruitment & Retention Policy at any time in accordance with applicable procedures regarding the
same. Implementation of any recommended adjustments to the Recruitment & Retention Policy shall be
subject to City Council approval and availability of funds. Any amendments or updates to compensation
or compensation schedules for statutory officers shall be subject to public hearing requirements and
adopted by ordinance of the City Council in accordance with applicable provisions of Utah Code Ann. §
10-3-818, as amended.

5.030. Pay Grade for New Employees.

Pay for newly hired employees shall be set within the pay range assigned to the specific job
position based on qualifications and experience. The Department Head may offer a wage within the pay
range up to midpoint or the budgeted amount without prior approval. For wages above midpoint, the
Department Head must have prior approval from the City Manager. For any wages above budget,
regardless of where it falls in the wage scale, the Department Head must have prior approval from the
City Council.

5.040. Pay Progression.

Progression within the salary and wage scale for any given position may be based upon the
recommendation of the City Manager with final approval given by the City Council. In making
recommendations for pay progression or special adjustments, the City Manager shall consider the level of
responsibility, performance, length of service, market conditions or other factors. Employees may
advance through the salary and wage scale at a minimum of a half-percent (.5%) wage increase up to a
maximum of a five percent (5%) wage increase per fiscal year as authorized within the City’s budget and
recommendation by the Department Head. The City Manager may approve all recommended salary and
wage increases up to five percent (5%). No salary or wage increase above five percent (5%) may be
approved without the review and consent of the City Council.

5.050. Meritorious Performance.

The City Council may, in its sole discretion, adopt meritorious performance increase guidelines on
an annual basis to provide for employee compensation increases. Such meritorious performance
increase guidelines shall be adopted and effective as of the first pay period with a July start date each
calendar year and shall be subject to funding in the approved budget. Full-time and part-time employees
are eligible to receive a meritorious performance increase, subject to the terms and conditions set forth
herein. Temporary or seasonal employees may be eligible at the discretion of the City Manager, within
budgetary limits and subject to the terms and conditions set forth herein. Employees with less than 12
months of service in the performance review calendar year will receive a pro-rated meritorious increase
based on the number of months employed in that calendar year, factoring in their performance score.
However, employees hired on November 15t or later of each year will not receive a performance
evaluation for that calendar year. Employees hired from November 15t through May 315t will receive a
baseline meritorious increase of two-twelfths (2/12) of the average budgeted non-public safety merit
increase. Employees who have completed their Probationary Period and who have received a
satisfactory or better performance rating for performance related to the last twelve (12) months prior to the
rating date shall be eligible to receive a meritorious performance increase. Employees at or above the
pay range maximum and employees whose performance is rated less than satisfactory shall not be
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eligible to receive a meritorious performance increase. A meritorious performance pay increase shall not
exceed the maximum range of pay assigned to the specific employee position.

A Full-Time employee may choose to forego his or her merit increase in exchange for a lump sum
of 25 hours into the employee’s vacation leave bank. These hours are still subject to use or lose as
outlined in section 8.060 (c). Employees with less than 12 months of service in the performance review
calendar year will receive pro-rated vacation hours based on the number of months employed in that
calendar year.

5.060. Merit Increase for those at the Range Maximum.

The City Council may, in its sole discretion, grant a merit increase not to exceed five percent (5%)
of an employee’s gross pay to an employee who has been paid at or above the range maximum for a
minimum of five (5) years, provided the employee has received a successful or outstanding performance
rating in the last year and has been employed by Syracuse City for at least eight (8) years. An employee
whose salary exceeds the range maximum is eligible to receive a merit adjustment no more frequently
than every five (5) years after the initial adjustment. Any subsequent increase above the range maximum
shall not exceed five percent (5%) of the employee’s gross pay. An employee is eligible to receive a
maximum of five (5) successive adjustments beyond the range maximum. As an alternative to the annual
merit increase, an employee who is being paid at or above the range maximum may receive an annual
bonus in the amount equivalent to the wage/salary adjustment. No adjustment is made to the base
wage/salary when a bonus is given.

5.070. Cost of Living Adjustments.

The City Council may, in its sole discretion, approve Cost of Living Adjustments (“COLA”) to
employee salaries and/or compensation plans or schedules. COLA increases may increase the
employee’s salary range maximum or the position pay range.

5.080. Position Adjustments.

€)) Promotions. Promotions are defined as a movement to a higher position that significantly
increases the employee’s responsibilities and/or supervisory duties. An employee who is promoted will
receive an increase to the minimum wage of the entering wage scale, but at least a 10% increase. The
wage increase becomes effective on the first pay period following the date that Human Resources is
notified of the promotion.

(b) Non-Voluntary Reassignment or Transfer. Reassignment or Transfer is defined as an
employee that is being reassigned or transferred to another position non-voluntarily, such as a
reorganization of the department, etc. Except when due to a demotion or other disciplinary action, an
employee who is reassigned or transferred to another position shall be paid at least the same salary
received prior to reassignment or transfer. If the employee’s salary exceeds the maximum of the new
range, the employee is ineligible to receive a salary increase until the salary range or longevity scale
increases to incorporate the employee’s pay rate.
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(c) Reclassification. Reclassification is defined as a change to a position that may
significantly change the job description of the position. If the City reclassifies a position to a higher level,
the incumbent’s salary shall be adjusted to at least the minimum of the new range and may give a salary
increase, based upon increased responsibility. If the City reclassifies a position to a lower level, the
employee’s salary shall remain the same. If the employee’s salary exceeds the maximum of the new
range, the employee is ineligible to receive a salary increase until the salary range or longevity scale
increases to incorporate the employee’s pay rate.

(d) Advancements. An Advancement is defined as an extra pay increase that recognizes an
employee’s improved skill, knowledge, or capability. Some advancements also include a change in title to
a higher position in the wage scale, but typically does not include a significant increase in the employee’s
responsibilities or supervisory duties (e.g., Maintenance Worker | to a Maintenance Worker Il). Frontline
(non-supervisory) employees who meet the requirements for an advancement established in each
department will receive an automatic 5% wage increase. Employees that also move to a higher titled
position will receive at least the minimum of the wage scale of the new position. Each employee in a
frontline position is eligible for a maximum of two advancements, if the position allows. The wage
increase becomes effective on the first pay period following the eligible advancement date.

(e) Interim Appointment. An Interim Appointment is defined as an employee accepting
additional duties due to an extended vacancy of another position. Interim appointments do not apply to
short-term absences such as vacations or sick leave. The interim appointment must be approved by the
City Manager and by the City Council for Department Head positions. The employee shall receive a 10%
increase for the first thirty (30) days of the interim appointment effective the beginning of the current pay
period of the appointment. The employee shall receive an additional 3% increase per month following the
first thirty (30) days. The additional increase(s) will be in effect at the beginning of the next pay period
following the thirty (30) days. The Interim Appointment shall end at such time the position is filled or at
such time the current employee returns to work without restrictions or is otherwise directed by the City
Manager and/or the Mayor.

) Voluntary Demotions. An employee may submit a request to voluntarily demote. The
Department Head has the discretion to accept or reject the request based on the needs of the
department. If the demotion request is accepted, the employee’s wage will be subject to negotiation
based on demoted position, current wage scale at time of demotion, and experience.

5.090. Overtime.

The City Manager and/or Department Heads or designee may direct an employee to work
overtime. Each department shall develop internal rules and procedures to ensure overtime usage is
efficient and economical. These policies and procedures shall include:

1) Prior City Manager and/or Department Head approval for all overtime worked;
2) Recordkeeping guidelines for all overtime worked,;
3) Verification of sufficient funds in the budget to compensate for overtime worked.

Overtime compensation standards are identified for each job title as either nonexempt or exempt.

(a) Eligibility. Except as otherwise provided herein for limited compensatory time, Exempt
employees, as defined in Chapter 4, are not entitled to overtime compensation. Although working extra
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hours beyond the scheduled workweek may be recognized through compensatory time off for extra hours
worked.

Non-Exempt employees, as defined in Chapter 4, are entitled to overtime compensation
in accordance with the terms and conditions set forth in this section.

(b) Authorization. Overtime hours of all employees shall be pre-approved by the City
Manager and/or Department Heads. Overtime hours shall be authorized for personnel only when
absolutely necessary to provide required services or to complete a required project. Every effort should
be made by the City Manager and Department Heads to keep overtime hours to a minimum. Any
employee who works unauthorized overtime may be disciplined.

(c) Overtime Hours.

i. Non-Exempt Employees. Overtime shall be paid when the employee actually
works more than forty (40) hours per work week. Holiday, sick, vacation,
compensatory time, or time off shall not be considered hours worked for
purposes of calculating overtime compensation. Hours worked over two or more
weeks may not be averaged.

i. Exempt Employees. For each hour of approved overtime worked in excess of
forty (40) hours per work week, an exempt employee shall accrue an hour of
compensatory time. Such compensatory time for exempt employees is not
required under the FLSA and shall be considered herein as non-FLSA
compensatory time or limited compensatory time.

iii. Law Enforcement Employees. Overtime shall be paid when the employee
actually works more than eighty (80) hours per 14-day work period. Holiday, sick,
vacation, compensatory time, or time off shall not be considered hours worked
for purposes of calculating overtime compensation. Employee’s performing bona
fide public safety services must meet the following criteria in order to be
considered for overtime compensation:

1. Be a uniformed or plainclothes sworn officer;

2. Be empowered by local ordinance to enforce laws designed to maintain
public peace and order, to protect life and property from accident or
willful injury, and to prevent and detect crimes;

3. Have the power to arrest;

4. Be POST certified; and

5. Perform over eighty percent (80%) law enforcement duties.

iv. Fire Protection Employees. Overtime shall be paid when the employee actually
works more than one hundred and six (106) hours per 14-day work period.
Holiday, sick, vacation, compensatory time, or time off shall not be considered
hours worked for purposes of calculating overtime compensation.

(d) Overtime Compensation Rate. All Non-Exempt employees shall be paid overtime
compensation at the rate of time-and-one-half the employee’s regular rate of pay for all overtime hours
worked. Payments for overtime shall be issued on the regularly scheduled pay day for the work period in
which it was earned. Employees may be granted compensatory time off in lieu of overtime compensation
in accordance with the provisions of the FLSA.
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Exempt employees may be granted limited compensatory time off at the straight time rate
for all hours worked in excess of forty (40) hours per week. FLSA Exempt employees shall not be paid
cash for any overtime hours worked unless an exception is made by the City Manager.

5.100. Compensatory Time.

€) Election. Non-Exempt employees may elect to receive compensatory time off in lieu of
overtime payment in cash. Non-Exempt Employees desiring to obtain compensatory time off in lieu of
overtime payment in cash shall note on their timecard.

(b) Accrual Limit. Non-Exempt employees shall accrue compensatory time at one and one-
half hours of compensatory time for each hour of overtime worked. Employees who have elected to
receive compensatory time in lieu of overtime payment in cash may accrue up to eighty (80) hours of
compensatory time off; Fire protection employees working 24-hour shifts may accrue one hundred and
twelve (112) hours of compensatory time off. Once an employee reaches the maximum, additional
overtime shall be paid on the payday for the period in which it was earned. Employees may request the
use of compensatory time off in accordance with the leave procedures set forth herein.

If a Non-Exempt employee’s status changes to Exempt, the department head shall make
every attempt possible to ensure that the employee’s compensatory time earned while in Non-Exempt
status is used by the end of the year. If it is not possible due to staffing or critical deadlines, the
employee’s compensatory time earned and not yet used while in Non-Exempt status shall be paid out on
the first pay period ending in January at the rate of pay before the transfer took place.

Exempt employees may be granted compensatory time off at the straight time rate for all
hours worked (including any hours worked on a holiday) in excess of forty (40) hours per week. For each
hour of overtime worked over forty (40) hours, an Exempt employee shall accrue an hour of
compensatory time. Exempt employees may accrue up to eighty (80) hours of compensatory time off.
Leave and holiday time within the work period may not count as hours worked when calculating
compensatory time. Any compensatory time earned by an Exempt employee is not an entitlement, a
benefit, nor a vested right. Any compensatory time earned by an Exempt employee shall lapse by the
first pay period ending in January of each year.

If an Exempt employee’s status changes to Non-Exempt, that employee’s compensatory
time earned while in Exempt status shall lapse if not used by the first pay period ending in January of the
year after the transfer takes place. Exceptions may be granted at the discretion of the City Manager.

(c) Use and Rate. Department Heads and/or the City Manager shall arrange for an
employee’s use of compensatory time as soon as possible without unduly disrupting agency operations or
endangering public health, safety, or property. Payments for compensatory time off shall be paid at the
employee’s regular rate of pay at the time the employee receives such payment. Exceptions to this
overtime compensation policy may be granted by the City Manager, in accordance with the rules
governing FLSA.

(d) Termination. Upon termination all accrued compensatory time will be paid out at the
employee’s regular rate of pay.
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5.110. Holiday Pay.

Full-time Non-Exempt employees who are not engaged in bona fide Law Enforcement and Fire
Protection services that are requested by their supervisor and/or department head to work on the actual
City-recognized holiday (does not include the observed day) will be compensated at a rate of 1.5 times
their hourly wage for each hour worked. This compensation will be in addition to any paid holiday leave
provided by the City. For list of paid Holiday’s see Section 8.090.

5.120. On-Call Pay.

Non-Exempt employees who are required to be assigned to on-call status will be issued a city
communication device. Employees who are on-call shall carry a communication device, respond within
thirty (30) minutes if contacted, and shall be expected to report to work if deemed necessary. Time
responding to a call or reporting to work will be considered as hours worked and shall be recorded in
thirty (30) minute increments on the employee’s timecard. Employees who do not respond in a timely
manner or do not report to work when deemed necessary may be subject to discipline up to and including
termination.

On-call employees shall be paid $25 per calendar day and shall record on-call days on his or her
timecard during that pay period.

5.130. Training Pay.

With City Manager approval, employees who are assighed by Department Heads, or their
designee, to train new employees who they do not directly supervise may be eligible for training pay. This
additional compensation shall be paid at the same rate as the City’s on-call pay. To be eligible, the
training employees must spend at least half of the daily scheduled work period directly training and
overseeing the new employee. Employees submitting for training pay shall record the number of training
days during that pay period on his or her timecard.

5.140. Emergency Call Back.

€) Definition. For purposes of this policy, the definition of ‘emergency’ is an unscheduled
event, typically related to an urgent matter of public safety, which causes an employee to be called in for
work by his or her supervisor to meet an unplanned staffing need. Examples include a public safety
incident such as a house fire, officer- involved shooting, snowplowing event, or water main break, which
tends to require additional staff resources. An emergency is hot something that is related to a scheduled
event, such as asking an employee to come into work to work on something to meet a deadline or to
attend training.

(b) Policy. When a non-exempt employee is called back due to an emergency and has prior
written approval to use vacation leave, holiday leave or compensation leave within the same pay period,
the employee will have the option of either taking the paid vacation leave, holiday leave or compensation
time in addition to the callback hours worked; or the option to credit his or her accrued vacation leave,
holiday leave or compensation time equal to the emergency callback hours worked. As previously
indicated herein, only hours actually worked will be counted for purposes of calculating overtime.
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5.150. Special Programs.

Special programs apply to employees who participate in programs outside of their regular
employment, such as Seat Belt Enforcement, D.U.l. Enforcement, Metro Narcotics Task Force, Internet
Crimes Against Children Task Force, Violent Fugitive Apprehension Strike Team, or other programs
funded by federal or state grants. If the program pays a compensation rate of 1.5 times the employee’s
regular hourly rate, then the City will compensate the employee at the rate of 1.5 times his/her regular
rate of pay for hours spent participating in the special program, regardless of whether the employee is
accruing overtime during those hours.

Sworn Police Officers participating in special programs may count hour for hour as leave time for
purposes of timekeeping with the City. Only vacation or banked holiday time may be utilized for such
leave time and the leave time may only bring the employee up to eighty (80) hours for the pay period.
With the exception of Metro Narcotics Task Force and the School Resource Program, hours worked in
special programs are not considered hours worked for time keeping purposes.

5.160. Outside Overtime.

Outside overtime is defined as performing dedicated public safety related duties and services at
the request of and on behalf of an outside organization, company or individual. Sworn Police Officers and
Fire Personnel working outside overtime will be compensated at the rate of 1.5 times his/her regular rate
of pay. Outside overtime shall be requested and scheduled directly with the Police or Fire Department.
The Department shall set a standard fee to charge for outside overtime, which fee shall take into account
the City’s costs for salary, benefits, and usage of vehicles, equipment, and supplies.

Sworn Police Officers and Fire Personnel working outside overtime may not utilize the leave time
outlined in the special programs policy.

5.170. Wildland Fire Program.

The City participates in state/federal sponsored wildland fire programs by sending firefighters to
assist in fighting wildland fires in the western United States. The City will pay firefighters for actual hours
worked while deployed on a Wildland Fire. However, for each day the employee would have been
regularly scheduled to work 24 hours, and on which the employee works on deployment, the City will pay
the employee for 24 hours regardless of the number of hours actually worked. On the first pay period
ending in December of each year, the employees who worked Wildland Fires will have the option to
receive pay for vacation and/or holiday leave hours up to ten percent (10%) of the total number of paid
deployed hours worked during that year. Employees may not be paid more than they have in their
vacation and/or holiday leave banks.

5.180. Severance Pay.

€) Eligibility. Only those individuals employed by the City in department head positions will
be eligible for severance pay. Eligible employees will only receive severance pay if they are involuntarily
terminated by the City and only in those instances where the involuntary termination was not a “for cause”
termination. Department head employees who are involuntarily terminated for cause or who voluntarily
terminate their employment with Syracuse City will not be eligible for severance pay.
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(b). Payment Amount. Severance pay provided will be paid in the form of a lump sum
payment to be paid upon termination. The amount of this payment to be provided to eligible employees
will be calculated according to the following guidelines:

(1) All department head employees will be eligible for a minimum severance
payment amount equal to three (3) months of their salary prior to their termination.

(2) Eligible employees will receive additional severance pay equal to two (2) weeks
of their salary prior to termination for each year of employment with Syracuse City up to a
maximum severance payment amount equal to four (4) month’s salary.
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CHAPTER 6
PAYROLL ADMINISTRATION

6.010. Work Hours.

6.020. Work Periods.

6.030. Breaks and Meal Periods.

6.040. Time Keeping.

6.050. Paydays.

6.060. Automatic Payroll Deposits.

6.070. Payroll Deductions and Withholdings.
6.080. Garnishments.

6.090. Reimbursable Expenses.

6.100. Advances.

6.010. Work Hours.

The normal work hours for most employees are eight (8) hours a day, between the hours of 8:00
a.m. and 5:00 p.m., Monday through Friday, including a one (1) hour non-paid lunch period. Employee
work hours may vary from this general schedule as directed by the employee’s department head or the
City Manager. Alternative work schedules, such as four ten (10) hour days, may also be approved by the
City Manager for various Departments or positions. Employees that are 14 (fourteen) or 15 (fifteen) years
of age may not work more than 3 (three) hours on a school day and may not work later than 7:00PM from
September 1t to June 15t each year and may not work later than 9:00PM from June 2" to August 315t
each year. Employees that are 16 (sixteen) years of age or older do not have restricted work hours.

6.020. Work Periods.

€) Regular Employees. The defined work period for employees, other than employees
performing bona fide law enforcement and fire protection services, for purposes of calculating overtime
hours as set forth in Chapter 5, shall be a seven (7) day work period beginning at 12:00 a.m. on Sunday
and ending at 11:59 p.m. on the following Saturday.

(b) Law Enforcement Employees. The defined work period for all employees performing
bona fide law enforcement services, for purposes of calculating overtime hours as set forth in Chapter 5,
shall be a fourteen (14) day work period beginning at 12:00 a.m. on Sunday and ending fourteen (14)
days later on Saturday at 11:59 p.m.

(© Fire Protection Employees. The defined work period for fire protection employees
performing bona fide fire protection services shall be a fourteen (14) day work period beginning at 12:00
a.m. on Sunday and ending fourteen (14) days later on Saturday at 11:59 p.m.

(d) Full-Time Parks & Recreation Employees. The defined work period for Parks &
Recreation employees, for purposes of calculating overtime hours as set forth in in Chapter 5, shall be a
seven (7) day work period beginning at 12:00 p.m. on Friday and ending at 11:59 a.m. on the following
Friday.

6.030. Breaks and Meal Periods.
Employee break and meal periods will be taken at the discretion of their department head to
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ensure continuity in the flow of work.

€) Breaks. Employees will receive one (1) paid fifteen (15) minute break during every four
(4) hours worked. Break periods can be combined and used to shorten an employee’s meal period with
prior approval of the Department Head. Break periods cannot be used at the beginning or the end of a
shift. Employees are encouraged to take their breaks when scheduled. However, if an employee chooses
to work through his or her paid break, it is their discretion to do so, and no extra compensation will be
given for the extra time worked.

(b) Meal Period. Full-time employees, other than employees performing bona fide law
enforcement and fire protection services, may take one (1) one (1) hour unpaid meal period during a
standard workday of eight (8) hours. Shorter meal periods may be approved by the City Manager for
Departments or positions working under an approved alternative work schedule. Meal periods can be
used to extend or shorten an employee’s work hours or workday with prior approval of the Department
Head. Unpaid meal periods must be uninterrupted and employees must be fully relieved of their duties.

(© Law Enforcement & Fire Protection Employees. Meal Periods for Law Enforcement and
Fire Protection employees are defined by each Department Manual and will be paid as hours worked.

(d) Minors. Employees that are 17 years of age and younger must receive a meal break of at
least thirty (30) minutes no later than five (5) hours from the beginning of their shift. A paid fifteen (15)
minute rest break is also required for every three (3) hour period. Unpaid meal periods must be
uninterrupted and employees must be fully relieved of their duties.

(e) Nursing Mothers. Employees who are nursing will be provided with reasonable unpaid
breaks to express breast milk as frequently as needed for up to one (1) year after the birth of a child. The
City will provide a place for the break, other than a bathroom, that is shielded from view and free from
intrusion. Employees will not be retaliated against for exercising their rights under this policy. Employees
may use their paid fifteen (15) minute break(s) to express breast milk as needed.

6.040. Time Keeping.

Employees shall be responsible for accurately recording their hours of work. Federal and State
regulations require the City to keep an accurate record of time worked in order to calculate employee
compensation, benefits, taxes, and other relevant information. Time worked is time actually spent on the
job performing assigned duties unless an exception is authorized under a timekeeping method approved
by the City Manager. Nonexempt employees shall be required to accurately fill out City-approved time
sheets for each day of work. Hours of work shall be recorded in fifteen (15) minute increments. All
completed time sheets shall be signed and verified as to accuracy by the employee and submitted to the
employee’s department head or supervisor for signature and verification. Department heads are
responsible for reviewing, verifying, and submitting them to the Human Resources Department no later
than 9:00 a.m. on the Monday following the completion of the pay period.

(a) Time Reporting. All employees shall complete and sign a biweekly time record that
accurately reflects the hours actually worked to include approved and unapproved overtime, on-call time,
approved leave time (holiday, sick, vacation, compensatory time, etc.). An employee who fails to
accurately record time may be disciplined.
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6.050. Pay Days.

€) Bi-Weekly. The pay period for City employees is two (2) work weeks as defined in
Section 6.020. Employees are paid bi-weekly on every other Friday following the previous pay period.

(b) Stipend. Certain employees may be paid by stipend as approved by the City Council.
Stipend employees are paid monthly on the second pay period of each month.

6.060. Automatic Payroll Deposits.

It is City policy that all employees are paid by direct deposit to their respective checking or
savings account. Accordingly, the City has established an automatic payroll deposit program, which
provides automatic transfers of an employee’s pay directly to the employee’s bank account(s) (checking
or savings) on each payday. Paystubs can be accessed by visiting the website and login information
given to the employee at the time of hire. Except in the case of compelling circumstances as determined
by the City, employee paystubs will not be given to anyone other than the employee. Upon written
request, permission and release from the employee, the City may release a copy of the employee’s
paystub to the person designated by the employee. Any account changes for direct deposit must be filled
out on the Payroll Direct Deposit form and must be turned into Human Resources in person.

6.070. Payroll Deductions and Withholdings.

The law requires the City to make certain deductions from employee’s compensation. Among
these are Federal and State income taxes, social security taxes, and Medicare taxes, as applicable. All
employees shall complete and keep accurate a W-4 form designating various statuses and withholding
requirements. City authorized voluntary pay deductions may also be made at the written direction of the
employee.

6.080. Garnishments.

An employee’s pay shall be subject to attachment, garnishment and execution under such rights,
remedies and procedures provided by law. Garnishments are court-ordered pay deductions that must be
taken out of an employee’s pay by the City and forwarded to another party who is authorized to receive
them.

6.090. Reimbursable Expenses.

With prior approval from the department head, legitimate expenses will be reimbursed by the City
to the employee. Receipts are required to reimburse the employee. Reimbursement may be in the form
of petty cash, direct deposit, or a separate check. Records must be kept reflecting the amount of
reimbursement each employee has received. Reimbursement for travel and seminars shall be provided
in accordance with Chapter 19.

6.100. Advances.

The City does not make pay advances to employees.
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CHAPTER 7
BENEFITS

7.010 Disclaimer.

7.020. Eligibility for Group Health Coverage Under the Affordable Care Act (ACA)
7.030. Eligibility.

7.040. Medical and Dental Insurance.

7.050. Life Insurance.

7.060. Long-Term Disability Insurance.

7.070. Accidental Death and Dismemberment Insurance.
7.080. Retirement Program.

7.090. Social Security.

7.100. COBRA Coverage.

7.110. Health Savings Account & Flex Spending Account.
7.120. Cash In Lieu of Medical Insurance.

7.130. Employee Assistance Program.

7.140. Community Center Membership.

7.150. Health and Wellness.

7.160. Termination.

7.010. Disclaimer.

The following provisions briefly describe the City's employee benefits. The City reserves the right
to modify or eliminate any employee benefit at any time and for any reason, as permitted by law. For
more complete information regarding any of these benefit programs, employees may contact the Human
Resources Specialist or the City Manager.

7.020. Eligibility for Group Health Coverage Under the Affordable Care Act (ACA)
When Hired:

€) Employees reasonably expected at date of hire to work full-time, their dependents under
age twenty-six (26), and spouse will be eligible for group health coverage as of the first (1" day of the
next month. If Syracuse City hires an employee who falls within the definition of a Seasonal employee,
the employee, whether expected to work full-time or not, will have his or her hours tracked using the Look
Back measurement method, the same as employees not reasonably expected to work full-time (see sub-
paragraph b).

(b) For employees not reasonably expected at date of hire to work full-time, eligibility will be
determined by tracking hours worked over a period of twelve (12) months, starting the first (1) of the
month after hire date. If at the end of that period the employee has worked on average at least one
hundred and thirty (130) hours per month, the employee will be eligible for group health coverage. This
means the employee must work at least one thousand five hundred and sixty (1,560) hours in those
twelve (12) months.

(c) The Human Resource Specialist will notify employees that are eligible for group health
coverage.

(d) If eligible and the employee chooses to enroll in group health coverage, the coverage will
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be effective for twelve (12) months following thirteen (13) and a partial month after hire date.
Ongoing Employee:

€) Hours worked will be tracked over a twelve (12) month measurement period, starting May
1 each year and ending April 30 the following year. An employee, their dependents under age twenty-six
(26), and spouse will be eligible for group health coverage if, at the end of that period, the employee has
worked on average at least one hundred and thirty (130) hours per month. This means the employee
must work at least one thousand five hundred and sixty (1,560) hours in those twelve (12) months.

(b) The Human Resource Specialist will notify employees that are eligible for group health
coverage.
(©) If eligible and an employee chooses to enroll in group health coverage, the coverage will

be effective for twelve (12) months starting July 1 of the following year.
(d) This process will repeat each year.

To receive a copy of the full detailed Measurement Method policy, contact the Human Resources
Specialist.

7.030 Eligibility.

€) Full-Time Employees. Full-time employees, as defined in Chapter 4, shall be eligible for
participation in all of the employee benefits outlined in this Chapter.

(b) Part-Time Employees. Part-time employees, as defined in Chapter 4, are not eligible to
participate in the employee benefits except as otherwise provided herein or required by law.

(© Seasonal Employees. Seasonal employees, as defined in Chapter 4, are not eligible to
participate in the employee benefits except as otherwise provided herein or required by law.

(d) Temporary Employees. Temporary employees, as defined in Chapter 4, are not eligible
to participate in the employee benefits except as otherwise provided herein or required by law.

(e) Suspended Employees. An employee suspended for disciplinary action reasons shall
continue to be eligible for participation in employee benefits as he or she was otherwise qualified for prior
to such disciplinary action.

7.040. Medical and Dental Insurance.

(a) Participation. Full-time employees have the option to participate in the medical and
dental insurance plans offered by the City. New employees may begin coverage at the beginning of the
month following the month in which they were hired. Employees may only make changes to their
insurance elections on an annual basis during open enroliment or if they experience a qualifying event.
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(b) Premiums. On an annual basis, the City will adopt an insurance premium contribution
schedule, including contribution percentages and dollar amounts for both the City and the employee. The
premium contribution schedule will be based on the City’s financial situation for the upcoming fiscal year.

(c) Leave of Absence. If an employee is on an unpaid leave of absence, that employee will
be responsible for making any applicable employee insurance premium payments. Payments for
applicable insurance premiums will need to be made on a bi-weekly basis according to the City’s pay
schedule so as to coincide with the date(s) the premiums would have normally been withheld from the
employee’s paycheck.

7.050. Life Insurance.

€) Basic Life Insurance. A basic life insurance policy is provided by Syracuse City for each
full-time employee, as well as their eligible dependents, at no cost to the employee. This policy will
include coverage in the amounts approved by the City Council.

(b) Optional Life Insurance. Full-time employees have the option to enroll in additional life
insurance coverage, beyond that provided by Syracuse City, as described in their benefits enroliment
packet. Employees will be responsible for any additional premiums associated with optional life
insurance elections. Additional premiums, if any, will be deducted through payroll deductions.

7.060. Long-Term Disability Insurance.

The City participates in a long-term disability program in accordance with Utah Code Ann.' 49-9-
101, et seq., as amended.

7.070. Accidental Death and Dismemberment Insurance.

A basic accidental death and dismemberment policy is provided by Syracuse City for each full-
time employee. The policy will include coverage in the amounts approved by the City Council.
Employees may, at their discretion, purchase additional accidental death and dismemberment coverage.
Additional premiums, if any, will be deducted through payroll deduction.

7.080. Retirement Program.

€) Retirement Systems. The City participates in the Utah Retirement Systems (URS).
Eligibility is determined by the Utah State Retirement Law (Title 49). Eligible employees will be enrolled in
the system for which they are eligible. Participation and administration of the systems shall be conducted
in accordance with State statutes and regulations regarding the same. The City has elected to pick up
the member contributions for the Tier | Firefighters.

(b) Tier Il Elected and Appointed Officials. For purposes of Utah Retirement Systems (URS)
coverage, the City classifies all elected officials as Part-Time. The City classifies appointed Board of
Adjustment members, Planning Commission members, and Judge as Part-Time and appointed City
Recorder, Treasurer and Police Chief as Full-Time. Eligibility for retirement coverage under URS shall be
administered in accordance with the statutory rules governing URS.

(c) Exemption from Retirement Systems. Individuals who are eligible for enrollment in Utah
Retirement Systems (URS) in the following positions meet eligibility to exempt with Utah Retirement
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Systems (URS): elected, appointed, and designated administrative officials. The City has designated the
following administrative officials as eligible for exemption out of the Retirement Systems: City Attorney,
City Manager, City Recorder, Community and Economic Development Director, Administrative Services
Director, Fire Chief, Parks and Recreation Director, Police Chief, and Public Works Director. The City will
contribute an amount equal to the URS contribution rate into the exempted employee’s URS 401(k) plan
account. Tier | exemptions are exempting out of the URS Pension Plan. Tier Il exemptions are
exempting out of the four-year vesting period.

(d) Deferred Compensation Plan. Eligible employees shall be allowed to contribute to the
deferred compensation plans provided by the Utah Retirement Systems. The City may match, dollar for
dollar, up to four percent (4%) of an employee’s base wages that the employee contributes to his or her
deferred compensation plan(s), for qualifying and eligible employees. Such City contributions shall not
exceed a total of four percent (4%) of the employee’s base wages and shall be contributed directly into a
URS 401(k) plan account. The determination as to whether or not the City will match deferred
compensation contributions will be based on the availability of funds and will be re-evaluated on an “as
needed” basis.

7.090 Social Security.

All employees of the City are covered by the Old Age, Survivors, and Disability Insurance
(“OASDI”) and Social Security program as administered by the Federal Government. This is a system of
retirement benefits based on employer and employee contributions to public insurance reserves. This is
a mandatory Federal program and no guarantee of payment or any benefits under such program is
implied by this reference.

7.100. COBRA Coverage.

Employees whose employment with Syracuse City is either voluntarily or involuntarily terminated
will be eligible for continuation of benefits in accordance with the Consolidated Omnibus Budget
Reconciliation Act of 1985 (“COBRA”).

7.110. Health Savings Account and Flex Spending Account.

A Health Savings Account (HSA) and a Flex Spending Account (FSA), which are taxed-
advantaged financial accounts to help employees pay for out-of-pocket medical and childcare expenses,
are made available to Full-Time or benefitted employees of the City. The City may front load a specified
contribution amount into eligible employees’ HSA account. New hires may be eligible to receive a pro-
rated HSA contribution from the City. The determination as to whether or not the City will contribute to
HSA accounts will be based on the availability of funds and will be re-evaluated on an “as needed” basis.

7.120. Cash In Lieu of Medical Insurance.

Full-Time employees eligible for Medical Insurance may qualify for cash in lieu of medical
insurance. The employee must provide proof of coverage from their medical provider. Cash in lieu is
equal to the budgeted tiered HSA front load amount for other benefited employees and is subject to
applicable income and employment tax withholdings. The employee may choose to have the amount paid
as a contribution to their 401K or paid as cash. Cash in lieu will be distributed on the first full pay period in
July.
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7.130. Employee Assistance Program.

The City provides an Employee Assistance Program (EAP) where employees and family
members living in the same household may receive professional counseling in legal, martial, financial,
alcohol, or drug related problems. The counseling is completely confidential.

The City provides mental health services to first responders, the spouse, and children of first
responders, surviving spouses of first responders whose death is classified as line-of-duty, and first
responders who have retired from Syracuse City, as per Utah Code Section 53-20-102. All mental health
counseling is completely confidential.

7.140. Community Center Membership.

All Full-Time employees of the City are eligible to receive a family membership to the Syracuse
City Community Center at no cost. Only immediate family members living in the same household of the
employee may be included in this membership. All Part-Time employees of the City are eligible to receive
an individual membership for themselves to the Syracuse City Community Center at no cost.

7.150. Health and Wellness.

Syracuse City supports and is committed to the overall health and well-being of our employees. A
healthy workforce results in a more productive workforce with less absenteeism, fewer accidents, lower
health care demands, and reduces incidences of disease and disability. All employees are encouraged to
participate in the City’s health and wellness program. The purpose of this policy and program is to
promote and support overall employee physical, emotional, and mental health.

The Human Resources Manager, or designee, is responsible for overseeing and managing the
health and wellness program. A wellness committee comprised of representatives from each department
will assist with program design and activities. Program and activities may include:

(&) An annual health risk assessment;
(b) Biometric screenings;
(c) City sponsored educational opportunities;

(d) Group activities including but not limited to pickleball, walking, coloring contests, book
club, etc.;

(e) Individual activities including but not limited to workouts at a gym, running, yoga,
meditation, massage, hiking, walking, gardening, community service, etc.

While the City encourages employees to participate in the program, participation is not mandatory
and is strictly voluntary. Therefore, the City may offer incentives and rewards such as gift cards, swag,
paid time off (for Full-Time employees only), or other gifts and awards.

In addition, Full-Time employees are eligible to participate in a health and wellness activity for up
to thirty (30) minutes per regularly scheduled workday, unless authorized by the department head for
longer duration, but in no case shall exceed ninety (90) minutes per week. Part-Time employees who
regularly work at least twenty (20) hours per week are eligible to participate in a health and wellness
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activity for up to fifteen (15) minutes per regularly scheduled workday, unless authorized by the
department head for longer duration, but in no case shall exceed forty-five (45) minutes per week. Health
and Wellness time may be recorded in increments of fifteen (15) minutes on the employee’s timecard.
This time must be authorized by the department head and shall not interfere with matters of business.
Health and wellness time is considered hours worked for purposes of calculating overtime compensation.
Employees participating in wellness time must record wellness time on their timecard under a separate
pay code and document the wellness activity completed.

7.160. Termination.

Except as otherwise required by law, such as for COBRA continuation of insurance coverage,
when an employee is terminated from employment with the City, the City will cease making contributions
to the employee’s insurance or other benefit plans and no additional continuation of benefit options will be
extended to the terminated employee regardless of the nature of their termination.
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CHAPTER 8
LEAVE

8.010. Paid Leave.

8.020. Leave Without Pay.

8.030. Leave Procedures.

8.040. Leave Procedures Exceptions.
8.050. Unauthorized Absence.
8.060. Vacation Leave.

8.070. Paid Sick Leave.

8.080. Leave Donation

8.090. Holiday Leave.

8.100. Family and Medical Leave.
8.110. Military Leave.

8.120 Jury Duty Leave.

8.130. Injury Leave.

8.140. Bereavement Leave.
8.150. Administrative Leave.

8.010. Paid Leave.

Full-time employees are entitled to vacation leave, sick leave and other paid leave as may be
established by the City. Except as required by law or as otherwise expressly provided for herein, part-
time, and temporary or seasonal employees are not entitled to accrue or receive vacation leave, sick
leave, or other paid leave.

8.020. Leave Without Pay.

Employees may be granted leave without pay under certain circumstances in accordance with the
procedures set forth herein. Full-Time employees requesting leave without pay for non-medical reasons
must exhaust all accrued compensatory time, vacation, and holiday leave options in order to be eligible
for leave without pay. Full-Time employees requesting leave without pay for medical reasons must
exhaust all accrued paid leave options in order to be eligible for leave without pay. Unless otherwise
provided by law, such as military or family and medical leave, leave without pay is a privilege and not a
right. An employee is considered to be in leave without pay status when they do not work the number of
hours required by their regular schedule and are unable to substitute any unworked hours with accrued
paid leave. Leave without pay shall not constitute a break in service. Full-Time employees shall not be
entitled to the accrual of any vacation leave, sick leave, or holiday leave during the period of leave without
pay, but shall be entitled to life insurance, group health insurance, and seniority entitlement as required
by law. To the extent permitted by law, Full-Time employees may be required to pay for continuation of
insurance benefits while in leave without pay status.

€) Full-Time Employees. The Department Head may pre-approve leave without pay for up
to fourteen (14) consecutive calendar days. Requests for leave without pay in excess of fourteen (14)
consecutive calendar days up to thirty (30) consecutive calendar days in total must be pre-approved by
the Department Head and the City Manager. Requests for leave without pay in excess of thirty (30)
consecutive calendar days must be pre-approved by the City Council.
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(b) Part-Time Employees. The Department Head may pre-approve leave without pay for up
to thirty (30) consecutive calendar days. Requests for leave without pay in excess of thirty (30)
consecutive calendar days must be pre-approved by the City Manager.

(c) Seasonal and Temporary Employees. The Department Head may pre-approve leave
without pay for up to two (2) consecutive weeks. Seasonal and Temporary employees are not eligible for
leaves without pay greater than two (2) consecutive weeks.

Leave without pay may be granted for reasons deemed appropriate by the Department Head,
City Manager or City Council, as applicable. Employees are expected to apply for leave without pay in
advance and in writing setting forth the grounds for the leave.

8.030. Leave Procedures.

€) Leave Requests. Except as provided in Sections 8.040, employees desiring leave,
whether paid or unpaid, shall request leave with his or her department head. Failure to schedule non-
emergency leave in advance may result in disapproval of the leave and/or disciplinary action if the leave
is required to be taken.

(b) Approval. The department head shall approve or deny Employee Leave
Requests at his or her discretion, except as otherwise provided herein. Leave approval may be
delegated to supervisors as deemed appropriate by each department head. Any Employee Leave
Request exceeding fourteen (14) consecutive calendar days for Full-Time employees and exceeding
thirty (30) consecutive calendar days for Part-Time employees requires approval from the City Manager.
Any Leave Request for paid leave exceeding one hundred eighty (180) consecutive days in total requires
approval from the City Council. Any leave which qualifies or may qualify as Family Medical Leave must
be reported to the City Manager and the Human Resources Manager to ensure that the appropriate
notice and records are maintained for such leave. Any department head desiring leave shall consult with
the City Manager prior to scheduling such leave to ensure that proper measures have been or will be
taken to provide for the proper and efficient functioning of the Department during the department head's
absence. In no event shall an employee be allowed to use more paid leave than he or she has accrued.
City Manager taking leave of one (1) full working day or greater shall consult with the Mayor and notify
department heads and may select an individual employee to manage administrative functions during the
absence.

(c) Status. Employees are responsible for keeping his or her supervisor notified on a daily
basis, if necessary, of the anticipated return date from leave. For paid or unpaid sick leave in excess of
three (3) consecutive working days, or two (2) consecutive twenty-four (24) hour fire department duty
shifts, or if abuse or excessive use of sick leave is indicated, the department head, supervisor, or the
Human Resources Manager may require a certificate from the employee’s physician verifying the
employee’s illness, stating that such illness prevented or prevents the employee from working, and
describing its expected duration. The department head or Human Resources Manager may also request
official documentation of any absence, such as, but not limited to, military leave or jury duty.

(d) Compensation. Eligible employees shall be compensated for paid leave at his or her
regular rate of pay.

(e) Records. All paid leave shall be documented on the employee’s timecard.
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8.040. Leave Procedures Exceptions.

Exceptions to the leave procedures set forth in Section 8.030 shall be made in the following
instances:

€) Absence due to lliness. In the event an employee is absent due to iliness, the request for
leave may be handled by phone, text, or email to his or her supervisor or department head. In the event
the supervisor or department head is not available, the employee may notify the City Manager. If a
department head is absent due to illness, the department head shall notify the City Manager of such
absence. Such notice shall be given no later than normal starting time on each day of the absence
unless circumstances surrounding the absence make such notification impossible. The department head,
supervisor or City Manager shall respond to the employee to confirm the receipt of absence notification.

(b) Family Accident, Medical or Other Emergency. In the event there is a family emergency
or accident where the presence of the employee is required, the employee may take the appropriate
leave after notifying his or her supervisor or department head unless circumstances surrounding the
absence make such notification impossible. In the event the supervisor or department head is not
available, the employee may notify the Human Resources Manager or the City Manager unless
circumstances surrounding the absence make such notification impossible. Such notice shall be given as
soon as practical of the emergency.

8.050. Unauthorized Absence.

€) Any unauthorized absence of an employee shall be grounds for disciplinary action, up to
and including termination.

(b) Any employee who is absent for three (3) or more consecutive workdays, or two (2)
scheduled shifts for fire fighters, without authorized leave shall be deemed to have voluntarily resigned
his or her position and employment without notice.

8.060. Vacation Leave.

€)) Eligibility. Full-time employees are eligible to accrue vacation leave in accordance with
his or her tenure of employment at the rates set forth herein and are eligible to use accrued vacation
leave. Except as otherwise expressly provided herein, part-time, temporary, and seasonal employees are
not eligible to accrue vacation leave. Vacation leave shall not accrue if an employee was in leave without
pay status for any portion of the fourteen (14) day pay period.

(b) Employee Accrual Rates. Eligible employees shall accrue vacation leave at the following
rates:

(2) At the employee’s start date of employment, 3.08 hours of vacation leave shall
accrue upon completion of each fourteen (14) day pay period (approximately 10 days per year),
except that fire fighters working 24-hour shifts shall accrue 4.30 hours of vacation leave upon the
completion of each fourteen (14) day pay period.

(2) At the employee’s 3-year anniversary date, 3.69 hours of vacation leave shall
accrue upon completion of each fourteen (14) day pay period (approximately 12 days per year),
except that fire fighters working 24-hour shifts shall accrue 5.16 hours of vacation leave upon
completion of each fourteen (14) day pay period.
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3) At the employee’s 9-year anniversary date, 4.61 hours of vacation leave shall
accrue upon completion of each fourteen (14) day pay period (approximately 15 days per year),
except that fire fighters working 24-hour shifts shall accrue 6.46 hours of vacation leave upon
completion of each fourteen (14) day pay period.

(4) At the employee’s 14-year anniversary date, 6.15 hours of vacation leave shall
accrue upon completion of each fourteen (14) day pay period (approximately 20 days per year),
except that fire fighters working 24-hour shifts shall accrue 8.61 hours of vacation leave upon
completion of each fourteen (14) day pay period.

(c) Accumulation. Employees can accumulate and carry forward a maximum of two hundred
forty (240) hours of vacation leave, except that fire fighters working 24-hour shifts shall be allowed to
accumulate and carry forward up to three hundred thirty-six (336) hours of vacation leave. Any unused
accumulated vacation leave hours in excess of two hundred forty (240) hours, or three hundred thirty-six
(336) hours for full-time fire fighters, as applicable, will be forfeited on the employee’s anniversary date
each year. The employee’s anniversary date is their Full-Time hire date.

(d) Utilization. Employees may use up to a maximum of fourteen (14) consecutive calendar
days of vacation leave as approved by their department head. Any leave greater than fourteen (14)
consecutive calendar days must be pre-approved by the City Manager

(e) Scheduling. Vacation leave is intended to benefit the employee and employees are
encouraged to take such leave in the year in which it is earned. In order to accommodate the efficient
management of the City, vacation leave must be scheduled with the employee's department head, or his
or her designee, in accordance with the employee leave request procedures set forth herein. All vacation
leave requests should be submitted by the employee a reasonable time in advance of the desired time off
to his or her department head. The City will try to honor employees' requested vacation dates but retains
the right to determine final scheduling order or to change the vacation schedules according to the needs
of the City. When necessary due to vacation requests for the same time period, vacation leave will be
granted in the order of the employee leave requests in accordance with these policies. Department
heads are expected to establish yearly vacation schedules to provide efficient management of the City.

4] Termination or Change in Status. Upon termination of employment with the City, eligible
employees shall be paid for unused vacation leave at his or her regular rate of pay on the following
payday. Employees who transition from full-time employment to part-time employment with the City, shall
be paid unused vacation leave at his or her regular rate of pay on the following payday.

(9) Cash Out. Employees may choose to cash out vacation leave up to a specified
amount as provided in Chapter 19 for reimbursement of emergency preparedness costs. See Chapter 19
for additional information.

8.070. Paid Sick Leave.

The City provides eligible employees with paid sick leave each year to cover approved absences
due to illness or other approved reasons as designated herein.

(a) Eligibility. Full-time employees are eligible to accrue sick leave in accordance with the
accrual rates set forth herein.
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(b) Accrual. Full-time employees shall accrue sick leave at the rate of 3.69 hours upon
completion of each fourteen (14) day pay period (approximately 12 days per year), except for fire fighters
working 24-hour shifts shall accrue sick leave at the rate of 5.16 hours upon completion of each fourteen
(14) day pay period. Employees will begin to accrue sick leave immediately upon being hired by the City,
it will be pro-rated based off the employee’s hire date. Sick leave shall not accrue if an employee was on
leave without pay status for any portion of the 14 day pay period.

(c) Accumulation. Employees can accumulate and carry forward a maximum of one
thousand and forty (1,040) hours of sick leave, except that fire fighters working 24-hour shifts shall be
allowed to accrue up to one thousand four hundred and fifty-six (1,456) hours of sick leave. Any unused
accrued sick leave in excess of one thousand and forty (1,040) hours, or one thousand and four hundred
and fifty-six (1,456) hours for full-time fire fighters, as applicable, will be forfeited on the employee’s
anniversary date each year. The employee’s anniversary date is their Full-Time hire date.

(d) Utilization. Sick leave shall not be considered as a privilege that employees may use at
their discretion but shall be allowed only in case of necessity and actual sickness, mental iliness, or
disability of the employee or an immediate family member of the employee. For purposes of this Section,
immediate family member shall include the employee’s legal or common law spouse, child, foster child,
stepchild, brother, brother-in-law, sister, sister-in-law, parent, stepparent, mother-in-law, father-in-law,
grandparent, spouse’s grandparents, daughter-in-law, son-in-law, or grandchild. Sick leave may be used
when the employee is unable to perform regular duties due to illness or disability of the employee or an
immediate family member or for visits to the hospital, clinics, doctor’s office, therapist’s office, or dentist’s
office for diagnosis or treatment of iliness, injury or examination of the employee or an immediate family
member. Sick leave may be used for any event that would otherwise be covered under FMLA. In no event
shall employees perform any work of any kind for compensation for any public or private entity or person
(including for him or herself) during any period for which sick leave payments are being received from the
City, without prior written approval from the City Manager. In no event shall employees be allowed to use
more sick leave than he or she has accrued. For sick leave in excess of three (3) consecutive working
days, or two (2) consecutive twenty-four (24) hour fire department duty shifts, or if abuse or excessive use
of sick leave is indicated, the department head or the Human Resources Manager may require a
certificate from the employee’s physician verifying the employee’s iliness, stating that such iliness
prevented or prevents the employee from working, and describing its expected duration.

Examples of abuse and excessive use of sick leave includes but is not limited to:

i. A Full-Time employee using 96 hours within a 365-day period or a Full-Time
firefighter working 24-hour shifts using 144 hours within a 365-day period.

ii. A detectable pattern of use by an employee
iii. An employee using sick leave when they are not actually sick

Any absence for illness beyond accrued sick leave will result in the employee being carried on vacation
leave status to the extent accrued vacation leave is available, and thereafter on leave without pay, to the
extent approved by the City and/or required by law.

(e) Separation or Change in Status. Except as otherwise provided herein for qualified
retirement with URS, an employee who is terminated from employment with the City, voluntarily or
involuntarily, shall not be compensated for unused accrued sick leave. An employee who retires, other
than retirement due to pending disciplinary action, will be compensated for twenty percent (20%) of his or
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her unused accrued sick leave. Employees, who transition from full-time employment to part-time
employment with the City, shall not be eligible or compensated for unused accrued sick leave. Any
unused accrued sick leave shall be forfeited at the date of change in status from full-time to part-time. An
employee who has submitted their notice to resign may not use sick leave in the final two-weeks of
employment unless the employee provides a doctor’s note.

® Scheduling. Scheduling sick leave is to be done in accordance with the leave procedures
set forth in Section 8.030 and 8.040, as applicable.

(9) Cash Out. Employees may choose to cash out sick leave up to specified amount as
provided in Chapter 19 for reimbursement of emergency preparedness costs. See Chapter 19 for
additional information.

8.080. Leave Donation.

Syracuse City recognizes that employees may have a family medical condition or be affected by
a major disaster, resulting in a need for additional time off in excess of their available sick/vacation leave.
To address this need, all eligible employees will be allowed to donate accrued paid sick or vacation leave
hours from their unused balance to their co-workers in need of additional paid time off, in accordance with
the policy below. This policy is strictly voluntary.

(a) Donating Leave Eligibility.

(1) Employees donating leave must have a balance of 160 hours remaining of sick leave after
the donation and a balance of 80 hours of remaining vacation leave after the donation.

(b) Receiving Donated Leave Eligibility.
(1) Only Full-Time benefited employees are eligible.

(2) Employees receiving donated leave must be absent from work for at least 40 consecutive
hours due to a medical condition or major disaster as outlined below.

(3) The employee has exhausted or will exhaust their accrued leave of all types during the period
the employee is unable to work.

(4) The requesting employee must demonstrate that they have reasonably managed their
standard, accrued leave prior to that leave being depleted.

(5) Inthe event of a medical condition, the employee must provide medical certification from a
health care provider or other documentation acceptable to the board.

(c) Guidelines. Employees who would like to make a request to receive donated leave must have a
situation that meets the following criteria:

(1) Medical Condition. Defined as any condition deemed eligible under FMLA that will require
the prolonged/extended absence of the employee from duty and will result in a substantial
loss of income to the employee due to the exhaustion of all paid leave available. An
immediate family member is defined as a spouse, child, or parent.
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(2) Major Disaster. Defined as a disaster declared by the president under 8401 of the Robert T.
Stafford Disaster Relief and Emergency Assistance Act (the Stafford Act). An employee is
considered to be adversely affected by a major disaster if the disaster has caused severe
hardship to the employee or to a family member of the employee that requires the employee
to be absent from work. A family member is defined as a spouse, child, or parent.

(d) Donation of Leave.

(1) Employees who wish to donate leave shall complete a Donation of Leave Form and submit to
Human Resources. See Appendix D for form.

(2) The donation of leave is strictly voluntary, and employees shall not ask employees to donate
leave on their behalf.

(3) Donated leave shall be donated in increments of 1 hour and will go into a leave pool on an
hour for hour basis.

(4) Donating employees may not claim an expense, a tax deduction or a charitable contribution
for any leave donated.

(5) The available bank value shall be capped at 1,100 hours.

(6) Employees who are eligible for retirement may donate sick leave that is otherwise eligible for
cash out.

(e) Requesting Leave.

(1) Employees who would like to request donated leave are required to complete a Donation
Leave Request Form and submit to Human Resources. See Appendix E for form.

(2) Requests for donations of leave must be approved by the Leave Donation Board, which will
consist of the City Attorney, HR Manager and 3 appointed employees. The Leave Donation
Board will determine eligibility based on this Policy and determine approval on a case-by-
case basis.

(3) Employees who receive donated leave shall not receive no more than 480 hours within each
calendar year.

(4) Nothing in this policy will be construed to limit or extend the maximum allowable absence
under the Family and Medical Leave Act.

(5) Inthe event the donated leave pool is exhausted, donated leave benefits shall cease and
there shall be no liability or obligation of the City to continue such benefits beyond what is
available in the pool.

(6) Donated leave shall not result in the eligible employee receiving more income while absent
from work than that paid to them for being at work.

(7) Should the employee requesting leave return to work before all donated leave is used, the
donated leave shall return to the leave pool.
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(8) All paid leave granted to the recipient employee is considered wages and is subject to

appropriate tax withholding.

8.090 Holiday Leave.

Full-time employees not involved in bona fide law enforcement and fire protection activities shall
receive eight (8) hours of holiday pay for each of those days defined herein as legal holidays of the City.
Full-Time fire fighters working 24-hour shifts shall accrue 5.60 hours of holiday leave every two (2) weeks
in lieu of holiday time off and may accumulate and carry forward a maximum of one hundred and forty-
five (145) hours of holiday leave. Sworn police officers shall accrue 4 hours of holiday leave every two (2)
weeks in lieu of holiday time off and may accumulate and carry forward a maximum of one hundred and
four (104) hours of holiday leave. Any unused, accrued holiday leave in excess of these accrual
maximums will be forfeited on the employee’s anniversary date each year. The employee’s anniversary
date is their Full-Time hire date. Full-time employees who are in leave without pay status for the workday
before or after the applicable holiday will not be eligible for holiday pay or leave accrual. If any
designated holiday falls on a Saturday, the preceding Friday shall be the holiday. If any designated
holiday falls on a Sunday, the following Monday shall be the holiday. Designated and observed City
holidays are as follows:

(a)
(b)
(©)
(d)
(e)
()
(9)
(h)
(i)
)
(k)
U
(m)

New Year’s Day

Martin Luther King Jr. Day
President’s Day

Memorial Day

Juneteenth National Independence Day
Independence Day
Pioneer Day

Labor Day

Columbus Day

Veteran’s Day
Thanksgiving Day

Day after Thanksgiving

Christmas Day

January 1st

34 Monday in January
3" Monday in February
Last Monday in May
June 19t

July 4th

July 24t

1st Monday in September
2" Monday in October
November 11t

4t Thursday in November
4t Friday in November

December 25th

Upon termination of employment with the City, eligible sworn Police Officers and Fire Fighters
shall be paid for unused accrued holiday leave at his or her regular rate of pay on the following payday.
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8.100. Family and Medical Leave.

€) Purpose. It is the purpose of this Section to provide guidelines for employees regarding
leaves of absence in accordance with the Family and Medical Leave Act of 1993, as amended (FMLA or
Act). The provisions set forth herein are intended to comply with such Act, and if any conflict arises or if
an issue or definition is not addressed herein, the Act shall control. When referred to herein, the term
“Act” shall include all federal rules and regulations promulgated pursuant to authority of the Act, including,
but not limited to, provisions set forth in 29 C.F.R. Part 825, as amended. The provisions of this Section
are also intended to comply with the National Defense Authorization Act, enacted January 28, 2008, as
Public Law 110-181, and the amendments to the FMLA adopted therein.

(b) Eligible Employees. Employees eligible for Family and Medical Leave Act leave as
provided herein include employees who: (1) have been employed by the City for at least twelve (12)
months; and (2) have been employed by the City for at least one thousand two hundred fifty (1,250) hours
of service during the 12-month period immediately preceding the commencement of the leave.

(©) Qualifying Reasons for Leave. Eligible employees shall be entitled to FMLA leave for
circumstances qualifying for FMLA leave under the Act, which qualifying reasons are summarized as
follows:

(1) For the birth of a son or daughter of the employee and to care for the newborn
child;

(2) For the placement with the employee of a son or daughter for adoption or foster
care and to care for such son or daughter;

3) To care for the employee’s spouse, son, daughter, or parent with a serious health
condition; or
(4) Because of a serious health condition that makes the employee unable to

perform the functions of the employee’s job;

(5) Because of any qualifying exigency arising out of the fact that the employee’s
spouse, son, daughter, or parent is a covered military member on active duty (or has been
notified of an impending call or order to active duty) in support of a contingency operation;

(6) To care for a covered servicemember with a serious injury or illness if the
employee is the spouse, son, daughter, parent, or next of kin of the servicemember.

d) Amount of Leave. Except in the case of leave to care for a covered servicemember with
a serious injury or illness under Subsection (c)(6), an eligible employee’s FMLA leave entitlement is
limited to a total of twelve (12) workweeks of leave during any “12-month period,” as defined in
Subsection (e), for any one or more qualifying reasons. An eligible employee’s FMLA leave entitlement is
limited to a total of twenty-six (26) workweeks of leave during a “single 12-month period,” as defined in
Subsection (e), to care for a covered servicemember with a serious injury or illness. During the “single
12-month period,” as defined in Subsection (e), an eligible employee’s FMLA leave entitlement is limited
to a combined total of twenty-six (26) workweeks of FMLA leave for any qualifying reasons as more
particularly provided in the Act.
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(e) Designation of 12-Month Period. Except in cases of leave to care for a covered
servicemember with a serious injury or illness under Subsection (c)(6), for purposes of determining the
“12-month period” in which the twelve (12) weeks of leave entitlement occurs, the City uses a 12-month
“rolling” measurement period also known as the look-back measurement period. The 12-Month “rolling”
measurement period is measured backward from the date an employee uses any FMLA leave. Under this
measurement period, each time an employee takes FMLA leave, the remaining leave entitlement would
be the balance of the 12 weeks which has not been used during the immediately preceding 12 months. In
cases of leave to care for a covered servicemember with a serious injury or illness, for purposes of
determining the “single 12-month period” in which the twenty-six (26) weeks of leave entitlement occurs,
the City is required to use a 12-month period measured forward from the date of an employee’s first
FMLA leave to care for the covered servicemember begins.

)] Employee Notice Requirements.

(1) General Notice. Except as otherwise provided in the Act, an employee giving
notice of the need for FMLA leave does not need to expressly assert rights under the Act or even
mention the FMLA to meet his or her obligation to provide notice, although the employee does
need to state a qualifying reason for the needed leave and must otherwise satisfy the notice
requirements set for herein.

(2) Customary Leave Procedures. Except as otherwise prohibited by the Act and
unusual circumstances, employees shall comply with the City’s customary notice and
procedural requirements for requesting leave as more particularly set forth in Chapter 8 of these
Policies and Procedures.

3) Notice for Foreseeable Leave. An employee must provide the City at least thirty
(30) days advance notice before FMLA leave is to begin if the need for the leave is foreseeable.
If thirty (30) days’ notice is not practicable, notice must be given as soon as practicable. Such
notice shall comply with the provisions of 29 C.F.R. § 825.302, as amended.

(4) Notice for Unforeseeable Leave. When the approximate timing of the need for
FMLA leave is not foreseeable, the employee must provide notice to the City as soon as
practicable under the facts and circumstances of the particular case. Such notice shall comply
with the provisions of 29 C.F.R. § 825.302, as amended.

(5) Failure to Comply. When an employee fails to give the required notice as
provided herein or as required by the Act, FMLA coverage may be delayed in accordance with
applicable provisions of the Act.

(9) Employer Notice Requirements.

(2) General Notice. The City is required to post a notice explaining the Act’s
provisions and providing information concerning the procedures for filing complaints of the
violations of the Act with the Wage and Hour Division. Such notice shall be posted prominently
and the text must be large enough to be easily read. In addition, the City shall provide general
notice to each employee by including the notice in any employee handbook or other written
guidance to employees concerning employee benefits or leave rights. In compliance with these
notice requirements, a copy of the Employee Rights and Responsibilities (WH Publication 1420)
is attached hereto as Appendix F and incorporated herein by this reference.
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(2) Eligibility Notice. When an employee requests FMLA leave, or when the City
acquires knowledge than an employee’s leave may be for an FMLA-qualifying reason, the City
must notify the employee of the employee’s eligibility to take FMLA leave within five (5) business
days, except in extenuating circumstances as provided by the Act. The employee eligibility notice
must state whether the employee is eligible for FMLA leave under the terms and provisions of
Subsection (b) of this policy and the provisions of 29 C.F.R. § 825.110(a). If the employee is not
eligible for FMLA leave, the eligibility notice must state at least one reason why the employee is
not eligible, such as the number of hours or months the employee has been employed by the
City. Notification of eligibility may be oral or in writing, and, if in writing, may be in the form of the
hereto and incorporated by this reference.

3) Rights and Responsibilities. The City shall provide written notice detailing the
specific expectations and obligations of the employee taking FMLA leave and explaining any
consequences of failure to meet such obligations in accordance with the provisions of the Act.
The rights and responsibilities notice shall be provided to the employee each time the eligibility
notice is provided pursuant to Subsection (g) (2). If leave has already begun, the notice should
be mailed to the employee’s address of record. The rights and responsibilities notice shall
include all required information as provided in 29 C.F.R. § 825.300, as amended, and shall be
substantially in the form of the Notice of Eligibility and Rights & Responsibilities (Form WH-381).

(4) Designation of Leave. Pursuant to the Act, the City is responsible for designating
leave as FMLA-qualifying and for giving notice of the designation to the employee as provided in
29 C.F.R. § 825.300, as amended. Once the City enough information to determine whether the
leave is being taken for a FMLA-qualifying reason (e.g., after receiving a certification), or has
acquired knowledge that the leave is being taken for a FMLA-qualifying reason, the City must
notify the employee whether the leave will be designated and counted as FMLA leave within five
(5) business days, except in extenuating circumstances as provided in the Act. The designation
notice must be in writing and shall be substantially in the form of the Designation Notice (Form
WH-382).

(h) Certification of Health Care Provider. The City may require the employee to provide
certification from a health care provider regarding the necessity of the FMLA leave in accordance with
and subject to provisions of the Act, including, but not limited to 29 C.F.R. § 825.305, et. Seq., as
amended. Medical certification shall be substantially in the form of the Certification of Health Care
Provider for Employee’s Serious Health Condition (Form WH-380E), or the Certification of Health Care
Provider for Family Member’s Serious Health Condition (Form WH-380F). Certifications for a qualifying
exigency shall be substantially in the form of the Certification of Qualifying Exigency for Military Family
Leave (Form WH-384). Certification for FMLA leave taken to care for a covered servicemember with a
serious injury or iliness shall be substantially in the form of the Certification for Serious Injury or lliness of
Covered Servicemember for Military Family Leave (Form WH-385. Certification for FMLA leave taken to
care for a Veteran with a serious injury or illness shall be substantially in the form of the Certification for
Serious Injury or lliness of a Veteran for Military Caregiver Leave (Form WH-385V.

0) Reporting. The City may require the employee on FMLA leave to report periodically to
the City on the employee’s status and intent to return to work in accordance with and subject to provisions
of the Act, including, but not limited to, 29 C.F.R. § 825.311, as amended.

)] Fitness for Duty. As a condition of restoring an employee whose FMLA leave was
occasioned by the employee’s own serious health condition that made the employee unable to perform
the employee’s job, it is the City’s uniformly applied policy to require all employees who take leave under
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such conditions to obtain and present certification from the employee’s health care provider that the
employee is able to resume work. The City may seek fithess-for-duty certification only with regard to the
particular health condition that caused the employee’s need for FMLA leave. In order to require the
fitness-for-duty certification, the City shall provide the employee with a list of essential functions of the
employee’s job with the designation notice provided in Subsection (g)(4). NO second or third opinions on
a fitness-for-duty certificate may be required. All fitness-for-duty certifications shall be in accordance with
and subject to applicable provisions of the Act, including, but not limited to, 29 C.F.R. § 825.312, et. seq.,
as amended.

(k) Intermittent Leave. Intermittent leave or reduced schedule leave may be taken under
certain circumstances in accordance with and subject to provisions of the Act, including, but not limited to,
29 C.F.R. § 825.202, et. seq., as amended.

()] Leave Protection.

(1) Compensation. Employees shall be required to use accrued paid vacation, sick,
and other leave hours for FMLA leave provided herein to the extent such FMLA
leave qualifies as sick leave under provisions of this Chapter. Any leave not
covered by previously accrued paid vacation and sick leave shall be permitted as
leave without pay in accordance with the provisions set forth herein. To the
extent permitted by law, it is the intent of the City that all paid leave substituted
for unpaid FMLA leave run concurrently with and be counted as FMLA leave.

(2) Duties. Employees shall not perform any job duties including answering work
calls, responding to work e-mails, etc. while on FMLA leave, unless the leave is
being taken intermittently and the work is not being performed during the FMLA
leave time.

(3) Make-up Time. With approval of the Department Head and the City Manager, an
employee on intermittent leave may work an alternative work schedule that is
outside of his or her regularly scheduled hours to make-up for compensation that
is lost while on intermittent FMLA leave as long as operations and productivity
can be maintained. Approved make-up hours will not be deducted from the
employee’s FMLA entitlement bank.

(4) Position. Except as otherwise provided in the Act, employees who take FMLA
leave shall be entitled, on return from such leave, to be returned to the same
position the employee held when the FMLA commenced, or to an equivalent
position with equivalent benefits, pay, and other terms and conditions of
employment. The employee may be denied restoration of his or her position in
accordance with and subject to provisions set forth in the Act.

(5) Benefits. The taking of family or medical leave shall not result in the loss of any
employment benefits accrued prior to the date on which the leave commenced,
other than the required use of vacation and sick leave. An employee's
entitlement to benefits other than group health benefits during a period of FMLA
leave shall be determined in accordance with the City's policy for providing such
benefits for the type of leave taken; i.e., paid or unpaid, as applicable. The City’s
right to recover costs incurred by the City for non-health plan benefits during
FMLA leave shall be determined by applicable provisions of the Act.
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(6) Insurance. The City shall maintain coverage for the employee under any "group
health plan" during any FMLA leave at the level and under the conditions of
coverage the employee would have been provided had the employee had been
continuously employed during the FMLA leave period as required by the Act and
applicable provisions of COBRA. The employee shall be responsible for any
premiums which had been paid by the employer prior to FMLA leave. If FMLA
leave is substituted for paid leave, the employee’s share of the premiums must
be paid by the method normally use during any paid leave, such as payroll
deduction. If the FMLA leave is unpaid, the applicable policies for payment by
employees on leave without pay will be followed. The City may recover its share
of health plan premiums during a period of unpaid FMLA leave from an employee
if the employee fails to return to work after the employee’s FMLA leave
entitlement has been exhausted or expired, unless the reason the employee
does not return is due to exemptions set forth in 29 C.F.R. § 825.213, as
amended.

(m) Records. The City shall make, keep, and preserve records pertaining to FMLA leave in
accordance with the Act. Access and maintenance of such records shall be subject to the requirements
of the Utah Government Records Access and Management Act, as set forth in Utah Code Ann. 8§88 63-2-
101, et seq., as adopted and amended by the City. Documents relating to medical certifications,
recertification, and fithess for duty or medical histories of employees or employees' family members shall
be treated as confidential medical records as per state and federal law. All forms related to FMLA as
mentioned above can be obtained from the Human Resource Manager.

8.110. Military Leave.

Employees who enter active service in any branch of the armed forces of the State of Utah or of
the United States shall be granted a leave of absence from employment with the City during his or her
military service to the extent required by State and Federal law, including provisions regarding
"Governmental Employees in Military Service," as set forth at Utah Code Ann. ' 39-3-1, et seq., as
amended, and the Uniformed Services Employment and Reemployment Rights Act of 1994, as set forth
in 38 U.S.C. 88 4301, et seq., as amended. Military personnel may also be eligible for family leave in
accordance with the provisions of the National Defense Authorization Act, Public Law 110-181, and the
Family Medical Leave Act of 1993, as amended. Such leave is more particularly described in Section
8.090 of these Policies and Procedures regarding Family and Medical Leave. Employees who need leave
due to the Military and who wish to be reinstated after Military Leave ends shall notify the Human
Resource Manager as soon as possible to ensure leave is processed according to Federal, State, and
local laws. Employees who have been approved for Military Leave are not required by law to use any
accrued paid leave, however, employees may choose to use a combination of accrued vacation, sick
and/or holiday leave.

8.120. Jury Duty Leave.

The City recognizes the duty of its employees as citizens to serve on juries or as court witnesses.
Employees, who are required to miss work as a result of being summoned to serve on a jury, or have
been subpoenaed to appear as a witness, will be paid for regularly scheduled hours during such jury duty
and witness periods, less compensation received by the employee for such services, for a period of time
not to exceed sixty (60) days. The employee will be required to turn over the check paid by the court to
the City. This Section does not apply when an employee appears in court on his or her own behalf, such
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as a traffic offense or as a party to a lawsuit. Employees appearing in court on behalf of the City in their
official capacity shall be paid their regular rate of pay as hours worked in accordance with applicable
provisions of the Fair Labor Standards Act.

8.130. Injury Leave.

An employee injured on the job must report the injury in accordance with reporting procedures set
forth in Chapter 16. Employees injured during the performance of their job duties are covered by
Worker's Compensation Insurance as provided by State law and shall be compensated for such leave in
accordance therewith.

8.140. Bereavement Leave.

Full-Time Employees may be granted up to three (3) workdays of paid bereavement leave to
grieve, prepare for, and attend the funeral of the employee’s legal or common law spouse, child, or
stepchild (including loss due to miscarriage or stillbirth), brother, stepbrother, brother-in-law, sister,
stepsister, sister-in-law, parent, stepparent, mother-in-law, father-in-law, grandparent, spouse’s
grandparents, daughter-in-law, son-in-law, or grandchild. The three (3) paid bereavement days must be
used within a week of death or funeral or otherwise approved by the Department Head If additional time
is needed, the employee may use accrued sick or vacation leave with department head approval.
Employees must follow the procedures outlined in the Vacation Leave policy for funeral of friends or
family members not on this list.

In compliance with Utah Bereavement Leave Law, Part-Time employees are eligible for three (3)
workdays of paid bereavement leave for the loss of a child or stepchild due to miscarriage or stillbirth. If
additional time off is needed, the employee may go leave without pay with approval as outlined in section
8.020. The three (3) paid bereavement days must be used within a week of the miscarriage or stillbirth or
otherwise approved by the Department Head.

8.150. Administrative Leave.

Employees may be placed on paid administrative leave pending investigation or disciplinary
action in accordance with and subject to the provisions set forth in Chapter 22. The department head or
City Manager shall notify Human Resources of approved Administrative Leave for payroll purposes.
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CHAPTER 9
EMPLOYEE CONDUCT

9.010. Employee Vision and Mission Statements.
9.020. Public Relations.

9.030. Working Relations.

9.040. Personal Appearance.

9.050. Uniforms.

9.060. Employee Ethics.

9.070. Honesty.

9.080. Confidentiality.

9.090. Attendance.

9.100. Outside Employment.

9.110. Personal Activities.

9.120 Political Activities.

9.130. Social Networking

9.140. Smoking.

9.150. Consensual Romantic Relationships.
9.160. Workplace Violence.

9.170 Credit Cards.

9.180. Gifts, Awards, and Prizes.

9.190. Solicitation, Distribution, and Posting of Materials.

9.010. Employee Vision and Mission Statements.

The vision statement for Syracuse City employees, as identified and developed by the
employees, is: “Always setting the standard for providing quality customer service in every aspect of
municipal government.” The mission statement for Syracuse City employees, as identified and developed
by the employees, is: “We, the employees of Syracuse City, with citizen involvement, will provide quality
municipal services to enhance and simplify the lives of our citizens.”

9.020. Public Relations.

Syracuse City is a public entity whose purpose, among others, is to provide professional public
services to its citizens. Employees are expected to be courteous, cooperative, diplomatic, and discrete in
dealing with the public (face to face, telephone conversations and written correspondence, including
email, text, and voice messages). Employees shall treat all citizens equally and with respect and
professionalism. Employees shall not participate in or encourage the use of threatening or offensive
conduct or language toward the public. Complaints or concerns expressed by citizens are to be promptly
reported or referred to the appropriate supervisor. When an employee is uncertain of the correct
response to an inquiry or request from the public, he or she should refer the inquiry to the individual or the
department which can provide the most satisfactory response to the inquiry. It is better to admit lack of
knowledge than to provide erroneous information.

9.030. Working Relations.

Employees are expected to maintain a productive and supportive working relationship with others
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in the course of carrying out their responsibilities. They shall also encourage teamwork, support team
efforts, communicate in a constructive manner and exhibit good listening skills. Employees shall be
courteous and cooperative with those they work with and consistently treat others equally and with
respect and professionalism. Employees shall not participate in or encourage the use of threatening or
offensive conduct or language towards other officers or employees and shall not use cultural, ethnic,
racist, and sexist remarks.

9.040. Personal Appearance.

Impressions gained by the public and other City employees visiting the office or dealing with City
employees at any location are very important to the City as a public entity. Consequently, employees are
expected to take pride in their appearance grooming (including facial hair) and to dress in a neat and
clean manner. The City’s standards of dress are defined as “business casual” for office employees and
employees who have regular contact with the public. Employees in departments that have specific
uniform standards shall follow the uniform guidelines set by that department. Additional standards may be
adopted by departments.

€) Appropriate Dress. Traditional business attire; dress, casual slacks, jeans, or leggings,
i.e., khakis, capri pants, casual professional-length dresses or professional-length skirts, or maxi-length
skirts or dresses; shirts or blouses; open collared shirts or sweaters, i.e., golf shirts or polo shirts; blazers,
sport coats, vests, or cardigans. Professional length is defined as three (3) inches above the knee.

(b) Inappropriate Dress. T-shirts (except for city logo shirts); halter or spaghetti strap tank top
(unless covered by a jacket); tube top; revealing or low-cut clothing or clothing showing bare midriffs;
shorts of any kind; miniskirts; sweat suits or other athletic clothing; hats. (see subparagraph (c)). Clothing
must not have holes or be frayed.

(©) Professional-length shorts, hats, and tennis shoes may be worn if they are appropriate for
the position (Maintenance Worker, Recreation Assistant, etc.) or for the job duties of the day.

(d) Body piercing other than earrings and small facial jewelry should not be visible.
(e) Tattoos of a violent, offensive, or pornographic image must be covered.
® Any clothing, accessories, or jewelry that poses a safety hazard is prohibited.

Employees are expected to present a neat appearance and are not permitted to wear ripped, disheveled,
or similarly inappropriate clothing. Any employee who does not meet the standards of this policy will be
required to take corrective action. The employee may be sent home and directed to return to work in
proper work attire. Time missed because of failure to comply with this policy will not be considered as
hours worked. The employee’s supervisor and/or department head is responsible for providing individual
feedback to employees who do not meet the City’s standards of dress. Violation of this policy may result
in disciplinary action up to and including termination.

9.050. Uniforms.

Uniforms or uniform allowance may be provided to personnel of certain departments as
authorized by the City. Employees in departments that require uniforms must adhere to department
uniform standards unless otherwise directed by the department head. Uniforms shall be kept as neat and
presentable as working conditions permit.
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9.060. Employee Ethics.

All employees are required to adhere to legal, moral, and professional standards of conduct,
including conflicts of interest, in the fulfillment of their duties with the City and shall demonstrate the
highest ideals of honor and integrity in all public and personal relationships to merit the respect, trust and
confidence of the public. Employees shall adhere to the provisions of the Municipal Officers' and
Employees' Ethics Act, as set forth in Utah Code Ann. ' 10-3-1301, et seq., as amended. The
appropriate disclosure statement, as required by the Act, shall be filed with the Mayor when required in
accordance with the Act. Employees are encouraged to discuss and raise any questions or concerns
regarding public employees' ethical duties with their department head or the Human Resources Manager
when such questions arise. Employees shall fill out and sign the Ethics Pledge (See Appendix G)
annually and turn into the Human Resource Manager.

9.070. Honesty.

Employees shall be honest in the performance of their duties and responsibilities for the City and
in their dealings with the public.

9.080. Confidentiality.

Unauthorized disclosure of privileged, private, and/or confidential information is prohibited and
shall be grounds for disciplinary action, up to and including termination.

9.090. Attendance.

Regular attendance and punctuality are essential to providing high quality work, service to the
public, and to avoid extra work for fellow employees. Employees shall be to work on time and shall
perform duties during work hours as provided herein. Employees shall comply with the leave procedures
set forth in Chapter 8 when leave is necessary.

9.100. Outside Employment.

In order to reduce mental and physical fatigue, limit conflicts of interest, and reduce liability
insurance expenses, no Full-Time employee shall be permitted to engage in any outside employment
except as provided herein. Any Full-Time employee desiring to engage in outside employment or has
any change in outside employment status must fill out and submit the Notice of Second Employment form
(See Appendix H) and turn it in to his or her department head. The department head shall review the
request or status change based on the considerations set forth in this Section and make a
recommendation to the City Manager regarding the same. The City Manager shall review the request for
outside employment and approve or deny the same based on the following considerations:

€) whether the outside employment will in any way interfere with the employee's ability to
meet the City's work schedule, including reasonable overtime and standby assignments;

(b) whether the outside employment will be directly connected with or contingent upon a
representation that the employee is in any way representing the City, either directly or indirectly;

(c) whether the outside employment is consistent and appropriate with the employee's
position held with the City; and
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(d) whether the outside employment will interfere with the employee's physical, mental, or
emotional ability to fully and completely discharge the job duties of his or her City position.

The City Manager shall notify the Human Resources Manager of any approved outside
employment request and such request and approval shall be retained with the employee's personnel
records. The City reserves the right to cancel an approval for outside employment when it is deemed
such employment is not in the City's best interest. Any employee engaged in outside employment without
prior approval required herein may be subject to discipline up to and including termination. City
employees may not use City equipment or uniforms in connection with outside employment, nor may they
engage in outside employment while on City time. In no event shall any full-time outside employment be
permitted for full-time employees. Employees may not accept other employment which might impair his
or her independence of judgment in the performance of his or her public duties as an employee of the
City or which might interfere with the ethical performance of such duties.

9.110. Personal Activities.

Employees shall not perform personal business during working hours and shall not use City
owned property in support of outside interests and activities. Employees are to pursue personal and
outside activities on the employee’s own time away from City facilities and offices. Employees shall
arrange for annual leave or compensatory time off in advance to pursue personal and outside interests.
Use of City computers, equipment and vehicles shall be limited to and conducted in accordance with
applicable provisions of Chapter 20 and Chapter 21.

9.120. Political Activities.

Employees shall not be coerced to support a political activity. An employee shall not use,
discriminate in favor or against any person or applicant for employment based on political activities.
Employees shall not engage in political activities during working hours. Employees shall not use City
owned equipment, supplies or resources, or other expenses when engaged in political activities. The City
and its public officials are subject to the Political Activities of Public Entities Act, as set forth in Utah Code
Ann. 88 20A-11-1201, et seq., as amended.

9.130. Social Networking.

Employees patrticipating on internet social networking sites (facebook, Twitter, etc.) must use
appropriate discretion to not discredit or disparage the City or themselves as employees of the City. In
order to achieve and maintain the public’s highest level of respect, employees are expected to follow the
standards of conduct below.

€)) Except in the performance of an authorized duty, any use of department equipment to
access social networking sites, blogs, or bulletin boards while on duty is prohibited except under limited
circumstances at the discretion of the City Manager. If an employee is authorized to access social
networking sites while on duty the employee must refrain from excessive use. For the purposes of this
section, “excessive” means accessing a site(s) to the point that it interferes with the City’s operations or
the employee’s ability to properly perform his or her duties, as determined by his/her Supervisor,
Department Head, or the City Manager.

(b) Employees shall not post, transmit, and/or disseminate information (texts, pictures, video,
audio, etc.) to the internet or any other forum that would tend to discredit, disparage, or reflect
unfavorably upon the City or its employees. Any inappropriate or unsatisfactory occurrences observed
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should be addressed with the employee’s immediate supervisor.

(c) Personal Social Networking Account Posts. Employees are prohibited from posting,
transmitting, and/or disseminating any photographs, video or audio recordings, likenesses or images of
department logos, emblems, uniforms, badges, patches, marked vehicles, equipment or other material
that specifically identifies Syracuse City or any department without the express written permission of their
department head.

(d) City Sponsored Social Networking Account Posts. Only authorized employees within the
scope of assigned job duties shall post on City sponsored websites representing the City.

(e) Upon request from their department head, employees are to remove any content that is
in violation of this policy in a reasonable and prompt manner. Moderation or removal of content posted by
the Public on such sites shall be consistent with personal amendment principles.

Violations of this policy may subject an employee to disciplinary action, up to and including termination.
Content posted to the internet has the potential to be shared broadly, including individuals with whom you
did not intend to communicate. Employees are strongly discouraged from posting information regarding
off-duty activity that may bring their reputation into question. Nothing in this policy is intended to prohibit
or infringe upon any employee’s communication, speech or expression that has been clearly established
as protected or privileged.

9.140. Smoking.

In compliance with the Utah Indoor Clean Air Act, as set forth in Utah Code Ann. 8§ 26-38-1, et
seq., as amended, smoking, including the use of electronic cigarettes, is not permitted in Syracuse City
facilities. The City also prohibits smoking and the use of electronic cigarettes in City owned vehicles or
while an employee is on-duty.

9.150. Consensual Romantic Relationships.

(a) Background. It is not the City’s desire to discourage friendship among employees,
however, it is recognized that consensual “romantic” or sexual relationships between supervisors and
their subordinates could lead to actual or perceived conflicts of interest, favoritism, or sexual harassment.
The purpose of this policy is to protect employees from coercive or hostile relationships that may damage
morale and reduce productivity because of bias, favoritism, or harassment.

(b) Relationships between a supervisor and a subordinate:

(1) Consensual “romantic” or sexual relationships between a supervisor and a
subordinate are prohibited, as well as any conduct, such as dating, that is designated or may
reasonably be expected to lead to the formation of a “romantic” or sexual relationship. Persons
should not be hired, promoted, transferred, or otherwise changed into a position where the
supervisor and subordinate have had such a relationship within the last two (2) years. Where
such a relationship existed beyond two (2) years ago, the department head in consultation with
the Human Resources Manager will review the specific circumstances to determine whether or
not to approve the action.

(2) If such a relationship should develop, the supervisor is obligated to promptly
disclose the existence of the relationship to the department head and/or the Human Resources
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Manager. The employee may make the disclosure as well, but the burden of doing so is upon the
supervisor.

(3) The department head should inform the Human Resources Manager and the City
Manager, in consultation with the Human Resources Manager, and the City Manager others with
a need-to-know basis of the existence of the relationship, including the person responsible for the
employee’s work assignments will be informed. Upon being informed or learning of the existence
of such a relationship, the Human Resources Manager, in consultation with the department head
and the City Manager, may take steps that he/she deems appropriate. At a minimum, the
subordinate and supervisor will not thereafter be permitted to work together on the same matters
(including matters pending at the time disclosure of the relationship is made), and the supervisor
must withdraw from participation in activities or decisions (including, but not limited to, hiring,
evaluations, promotions, compensation, work assignments, and discipline) that may reward or
disadvantage any employee with whom the supervisor has or had had such a relationship. The
supervisor may be subject to disciplinary action, up to and including termination.

(4) Any person who believes that he or she has been affected by such a relationship,
notwithstanding its disclosure, shall report the matter in accordance with the procedures set forth
in Chapter 12 regarding sexual harassment.

(c) Dating relationships between other employees:

(1) Dating relationships between other employees are permitted, however both
employees have a responsibility to notify their department head when dating begins to document
that the relationship is consensual and welcome. Employees will be instructed to inform the
department head when/if the relationship ends. Employees involved in a dating relationship may
not be promoted or transferred to a supervisor position where one will be a direct or indirect
supervisor over the other.

(2) The City’s implementation of this policy is not intended to inhibit the social
interaction (such as lunches, dinners, or attendance at entertainment events) that are or should
be an important part or extension of the working environment.

(3) This policy shall apply without regard to gender and without regard to sexual
orientation of the participants in a relationship of the kind described.

9.160. Workplace Violence.

€) Purpose. Syracuse City is committed to preventing workplace violence and to
maintaining a safe work environment. Given the increasing violence in society in general, Syracuse City
has adopted the following policies and guidelines to deal with intimidation, harassment, or other threats of
or actual violence that may occur during business hours or on its premises. It is the purpose of this policy
to communicate to all employees of the City and all persons conducting business with or served by the
City that intimidation, harassment, or other threats of or actual violence within the workplace is prohibited
and shall not be tolerated.

(b) Policy. All employees should be treated with courtesy and respect at all times.
Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to
others. Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from
the premises of Syracuse City unless the employee has notified the department head and the City
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Manager in writing. Conduct that threatens, intimidates, harasses, coerces, or harms another employee,
a customer, or a member of the public will not be tolerated.

(c) Reporting. Any intimidating, threatening, or harassing conduct, and any threats of or
actual violence, both direct and indirect, should be reported as soon as possible to the employee’s
immediate supervisor, any department head, the Human Resource Manager, the City Attorney, or the
City Manager. Such supervisor or department head shall notify the Human Resource Manager and/or the
City Manager as soon as possible. Intimidating, threatening, or harassing conduct by employees, as well
as conduct by members of the public should be reported. Reports of such conduct should be as specific
and detailed as possible. Employees are empowered to contact the proper law enforcement authorities
without first informing their supervisor or department head if they believe a threat to the safety of others
exists. All suspicious individuals or activities should also be reported as soon as possible to a supervisor.
Employees should not place themselves in peril. If you see or hear a commotion or disturbance near your
workstation, do not try to intercede or see what is happening.

(d) Investigation. Syracuse City will promptly and thoroughly investigate all reports of
intimidating, threatening, or harassing conduct, threats of or actual violence, and suspicious individuals or
activities, as deemed appropriate under the circumstances.

(e) Employee Responsibility. Syracuse City encourages employees to bring their disputes or
differences with other employees to the attention of their supervisor or the City Manager before the
situation escalates into potential harassment or violence. Syracuse City is eager to assist in the resolution
of employee disputes. Such prompt reporting and discussion will assist the City in eliminating any
intimidation, harassment and/or workplace violence at an early stage and in reducing or eliminating any
resulting harm.

) Discipline. Any violation of this policy by City employees shall result in disciplinary action,
up to and including termination.

9.170. Credit Cards.

Syracuse City credit cards shall be used for official business only. See Chapter 19 for
additional information.

9.180. Gifts, Awards, and Prizes.

(a) Employees shall avoid the appearance of conflicts of interest or favoritism. The following
apply to the receipt of gifts, awards, or prizes. In some cases, they will be more restrictive
than the minimum standards established under Utah law.

(b) In all cases, “quid pro quo” (something for something) is prohibited. In other words, it is
prohibited to receive a gift or item:

(1) That would create the appearance of bribery;

(2) under any circumstance that suggests the gift is directly connected to a specific
transaction or contemplated transaction (i.e., awarding city contracts, land use
applications, etc.)
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(c) Unless prohibited by subsection (b), Employees are permitted to accept gifts or prizes under
the following circumstances:

(1) Gifts or food valued less than $50 (cumulative per vendor/customer/resident, per
year), or

(2) Gifts or food distributed to all attendees or randomly at conferences or other events,
such as t-shirts, door prizes, drawing prizes, trade show bags, or food.

(d) This section does not apply to:
(1) Awards presented by Syracuse City to an employee;
(2) Awards publicly presented in recognition of public services;

(3) Gifts from family members or friends, provided that the friendship arose prior to or
outside of the context of City employment, unless the criteria in subsection (b) apply.

(e) Employees should not receive any gift identified in this policy as prohibited. If an employee
or department receives an unacceptable item, it should be returned to the giver with an
explanation that receiving such gifts would violate City policy. In cases where this is not
feasible:

(1) Food items may be shared in a central location where all employees may enjoy them;

(2) The item may be delivered to human resources for distribution to other employees on
a random basis such as a door prize at a City party; or

(3) The item may be donated to a charitable organization, which donation shall be
documented with a receipt.

9.190. Solicitation, Distribution and Posting of Materials.

In an effort to protect employees from unwanted solicitations that can interfere with work duties
and productivity or create tension and discord among employees, the City has adopted the following
rules.

Employees shall not solicit or ask other employees to purchase goods or services, make
donations or contributions, or join or support particular groups or causes in any work area during
employees’ work time, except for City sponsored activities, City association activities, or as required by
local or Federal law. Employees shall not distribute any solicitation literature or written materials that are
not job-related using City email or equipment. However, employees may put literature or written materials
in the breakroom for other employees to read and participate on their own time. The City Manager may
make occasional exceptions to the above rules as deemed necessary.

Anyone who is not an employee is prohibited from entering our premises at any time to solicit
support from employees for any organization or cause; or to otherwise proselytize, distribute literature, or
sell or market products/services to our employees. Exceptions to this rule may be made only for vendors
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or service representatives whose purpose is strictly related to City business functions and purposes or
with prior approval of the City Manager.
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CHAPTER 10
CASH RECEIPTING AND DEPOSIT POLICY

10.010. Objective.

10.020. Cash Receipts.

10.030. Deposit Reconciliation.
10.040. Compliance.

10.010. Objective.

Establish a uniform control design for all departments that receive cash. This policy has been
developed by the Administrative Services Director who ultimately is responsible for the overall design and
implementation of organizational controls. This policy will be adjusted for changes in systems and
organizational structure at which time the Administrative Services Director will propose changes to the
City Council for review and approval.

10.020. Cash Receipts.

(a) The Administrative Services Director has approved cash receipting locations at the community
center, police department (limited to checks and credit cards only), fire department (limited to checks and
credit cards only), public works, post office, court, utilities, and community and economic development
departments. Any other cash receipting locations must be pre-approved by the Administrative Services
Director.

(b) All cash funds received are entered into the accounting system at the time of the transaction.
Receipts will be given to the customer. If the cash transaction occurs at the police or fire department, the
customer will be directed to complete their payment at city hall in the utilities department so that it can be
accounted for in the accounting system before the customer leaves.

(c) At the end of each day the person responsible for receiving cash will close out their cash
drawer and place the cash, checks and credit card receipts in a secure (locked) place. The next morning
the utility department staff will reconcile the system generated report to the cash and checks in the
drawer. Once complete, the utility department staff will make a deposit to the bank within three business
days. The community center staff will count and reconcile its cash and check receipts with the system
generated report and will make a separate deposit to the bank within three business days.

(d) Every effort should be made to ensure large quantities of cash are not on hand at any location
overnight. If a location has a large transaction or series of transactions leaving cash on hand over $5,000
the deposit should be made in the same day.

(e) Syracuse City has installed and maintains surveillance systems in offices receiving funds.
Surveillance evidence will be maintained for 30 days.

(f) Mail will be opened in the presence of two or more employees and any correspondence
containing payments will be removed and processed prior to distributing mail to individual persons or
departments.

(9) Void/adjusted transactions. If a transaction needs to be voided or adjusted, it should be done
by someone who does not receive cash. Where this is impractical, the utility billing supervisor will initiate
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the voided receipt. The accounting system tracks all voided receipts and is reviewed during the bank
reconciliation process.

10.030. Deposit Reconciliation.

(a) The utility office employees will receive funds from other departments, count the funds,
compare the amount received to the supporting documentation provided and ensure that it matches the
accounting records.

(b) At the beginning of each day, the utility office will compile all cash and checks received from
the previous day, match the total to the total receipts in the accounting system, and create a deposit slip.
These are deposited with the bank within three business days.

(c) Copies of deposit slips are maintained and used to reconcile bank statements to the
accounting records.

(d) The finance office will review the revenue recorded into the accounting system with the copy
of the deposits to ensure correct recording of cash. Where practicable the system should be designed to
only allow receipts for cash receipts to be recorded to accounts that pertain to that office or department.

10.040. Compliance.

Failure to comply with any aspect of this policy or related policies outlined in this Policy Manual
may result in the disciplinary action, up to and including termination.
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CHAPTER 11
REPORTING FRAUD AND ABUSE POLICY.

11.010. Definition.

11.020. Reporting Fraud or Abuse.

11.030. Complaints, Investigations, Review, and Enforcement.
11.040. Whistleblower Protection.

11.010. Definition.

"Improper governmental action" means any action by a Syracuse City employee:

a) That is undertaken in the performance of the employee's official duties, whether or not
the action is within the scope of the employee's employment; and

b) That is in violation of any federal, state, or local law or rule not already covered in other
sections of this policy manual, or

c) That is an abuse of authority, or
d) That is a theft of city property or city funds, or
e) That is a gross waste or mismanagement of public funds.

11.020. Reporting Fraud or Abuse.

(a) Employees who become aware of improper governmental actions should raise the issue first
with the human resources department. If requested by human resources, the employee shall submit a
written report, stating in detail the basis for the employee's belief that an improper governmental action
has occurred. Where the employee reasonably believes the improper governmental action involves
human resources, the employee may raise the issue directly with the City Manager. If the improper
governmental action involves the City Manager, the employee may raise the issue directly with the Mayor.

(b) In the case of an emergency, where the employee believes that damage to persons or
property may result if action is not taken immediately, the employee may report the improper
governmental action directly to the police department whose responsibility would be investigating the
improper action.

(c) The human resources department shall take prompt action to assist Syracuse City in properly
investigating the report of improper governmental action. Syracuse City employees involved in the
investigation shall keep the identity of reporting employees confidential to the extent possible under law
unless the employee authorizes the disclosure of his or her identity in writing. After an investigation has
been completed, the employee reporting the improper governmental action shall be advised of a
summary of the results of the investigation, except that personnel actions taken as a result of the
investigation may be kept confidential.

(d) Syracuse City employees may report information about improper governmental action directly
to the City Manager if the employee reasonably believes that an adequate investigation was not
undertaken to determine whether an improper governmental action occurred, or that insufficient action
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has been taken to address the improper governmental action or that for other reasons the improper
governmental action is likely to recur.

(e) Syracuse City employees who fail to make a good faith attempt to follow procedures in
reporting improper governmental action shall not receive the protections provided by Syracuse City in
these procedures.

11.030. Complaints, Investigations, Review, and Enforcement.
(&) Any person may file a complaint alleging a violation of this policy.

(b) The complaint shall be in writing and shall, except as described in section C below, be signed
by the complainant. The written complaint should state the nature of the alleged violation(s), the date(s),
time and place of each occurrence, and name of the person(s) charged with the violation(s). The
complaint shall be filed with the City Manager who shall provide a copy to the person charged with a
violation. The complainant shall provide the City Manager with all available documentation or other
evidence to demonstrate a reason for believing that a violation has occurred.

(c) This policy is intended to protect employees who choose to come forward in good faith with
complaints about governmental actions and the conduct of Syracuse City employees. Anonymous
complaints have the potential to subject the person who is the subject of the complaint to an investigation
that may, at the least, cause stress and embarrassment, and may, at most, result in discipline or
termination of employment. Syracuse City is reluctant to begin an investigation based on an anonymous
complaint since evidence will be difficult to obtain and verify, and it will be impossible to assess the
complainant's credibility. Complainants and whistleblowers have protection from retaliation under this
policy. A thorough investigation of complaints is Syracuse City’s goal. It may not be possible to conduct a
thorough investigation when a complainant remains anonymous. Therefore, Syracuse City reserves the
right to decline to investigate any complaint that is provided anonymously.

(d) If a complaint is received anonymously, it shall be directed to the human resources
department for a recommendation on the processing of the complaint. Upon review of the complaint, the
human resources department will recommend to the City Manager either that the complaint has no merit
or that it should be investigated. Such a recommendation will be made within ten (10) days of receipt of
the complaint, if possible. Upon receipt of the human resources department’s recommendation the City
Manager shall make the final determination on whether or not to continue the investigation, end the
investigation, or refer the matter to an outside entity.

(e) Within thirty (30) days after receipt of a complaint, the human resources department or
another person appointed by the City Manager shall conduct a preliminary investigation. If the human
resources department or the City Manager are implicated in the complaint, the City Manager or Mayor will
determine an independent person who will conduct the investigation. Criminal allegations will be referred
to the proper law enforcement agency.

(f) If the human resources department determines, after preliminary investigation, that there are
no reasonable grounds to believe that a violation has occurred, the human resources department shall
advise the City Manager to dismiss the complaint. If the City Manager does dismiss the complaint, it shall
do so in writing, setting forth the facts and provisions of law upon which the dismissal is based, and shall
provide a copy of the written dismissal to the complainant, to the person charged with the violation and to
the governing board.
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11.040. Whistleblower Protection.

Utah Code § 67-21-3 prohibits public employers from taking adverse action against their
employees for reporting in good faith government waste or violations of law to the appropriate authorities.
A public entity employee, public body employee, legislative employee, or judicial employee, is presumed
to have communicated in good faith if they have given written notice or otherwise formally communicated
the conduct to the person in authority over the person alleged to have engaged in the illegal conduct.
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12.010.
12.020.
12.030.

12.010.

(@)

(b)

(©)

(d)

CHAPTER 12

HARASSMENT, SEXUAL ABUSE, AND ADAAA

Harassment Policy.
Sexual Abuse Policy.
Americans with Disabilities Policy.

Harassment Policy.

Policy. It is the policy of Syracuse City to provide its employees with a work environment free
from discrimination and harassment, where employees treat each other with professionalism,
respect, dignity, and courtesy. Each employee must exercise good judgment to avoid engaging in
conduct that may be perceived by others as harassment, disrupts or interferes with another’s
work performance or that creates an intimidating, offensive or hostile environment. Harassment is
prohibited and shall not be tolerated by the City under any circumstances. This zero-tolerance
policy applies to all employees, officers, and agents of the City, as well as any other third parties
doing business with or served by the City.

Purpose. It is the purpose of this policy to communicate to all employees of the City and all
persons conducting business with or served by the City that harassment is prohibited. It is also
the intent of this policy to inform and communicate to employees experiencing or witnessing
harassment that they have a means to discourage and report intimidating, offensive, hostile, or
inappropriate conduct and that such reports will be immediately investigated, and appropriate
action will be taken.

Notice. All employees of the City shall be responsible for knowing the provisions of this policy
regarding harassment. The Human Resources Manager shall be responsible for informing
employees of any amendments to this policy. Any violation of this policy by City employees shall
result in disciplinary action up to and including termination.

Definitions. As used herein, the following words shall have the meaning described below:

(1) “Retaliation” means an adverse or negative action taken against any person
complaining of or reporting harassment or any person involved or cooperating in an
investigation of harassment or an adverse or negative action taken against any other
person or property as a result of a harassment complaint and/or investigation.

(2) “Harassment” may include but is not limited to unwelcome conduct that is based on
race, color, religion, sex, national origin, age (40 or over), disability, sexual
orientation, gender identity, pregnancy, childbirth or pregnancy-related conditions, or
genetic information. Harassment becomes unlawful when: (i) enduring the offensive
conduct becomes a condition of continued employment, or (ii) the conduct is severe
or pervasive enough to create a work environment that a reasonable person would
consider intimidating, hostile, or abusive.
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3)

"Sexual harassment" means unwelcome sexual advance, request for sexual favors,
or other verbal or physical conduct of a sexual nature when: (i) submission to such
conduct is made either explicitly or implicitly a term or condition of an individual's
employment; (ii) submission to or rejection of such conduct by an individual is used
as the basis for employment decisions affecting such individual; or (iii) such conduct
has the purpose or effect of interfering with an individual's work performance or
creating an intimidating, hostile or offensive working environment.

(e) Prohibited Conduct. Harassment of any nature is prohibited under this policy, whether or not
such conduct rises to the level of unlawful harassment. Examples of the kind of conduct that
constitutes harassment under this policy, includes, but is not limited to, the following types of
behavior. Prohibitions hereunder include same-sex harassment.

(1)

(@)

(3)

(4)

(5)

Verbal. Lewd or suggestive comments, repeated sexual innuendoes, sexual
flirtations, racial or sexual epithets, derogatory slurs, sexual or off-color jokes,
offensive personal or sexual references, propositions, advances, threats or
suggestive or insulting sounds;

Visual/Non-Verbal (communicated through any means, including via internet, text
messaging or e-mail). Demeaning, insulting, intimidating, sexually suggestive or
derogatory photographs, posters, cartoons, graffiti or drawings, objects or pictures,
commentaries, leering; or obscene gestures;

Physical. Unwanted physical contact, including touching, interference with any
individual’s normal work movement, or assault; and

Other. Any harassment that has the purpose or effect of unreasonably interfering with
the individual's work performance or creating an environment that is intimidating,
hostile or offensive. Any conduct that targets a lawfully protected class as mentioned
in 10.040.

Gender Role Stereotyping. This conduct consists of assignment of non-job-related
duties, functions or roles based on gender. Examples include making coffee, serving
refreshments, and running errands, when not related or necessary to the functions
and responsibilities of the employee’s position with the City.

() Employee Responsibility. Employees shall promptly report any harassing conduct they

experience,

learn of or witness utilizing the complaint procedures provided herein. Such prompt

reporting will assist the City in eliminating any harassment at an early stage and/or reduce or
eliminate any resulting harm.

(g) Complaint Procedure. Whenever an employee believes he or she has experienced, learned of, or
witnessed any type of harassment, the employee shall report the matter utilizing the following

procedures.
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1)

(2)

3)

(4)

Complaint. An employee may report and/or complain of any alleged harassment by
verbally notifying or filing a written complaint of the harassment with his or her
supervisor. If the employee’s supervisor is implicated in the matter or if the employee
does not feel comfortable raising the matter with his or her supervisor, the employee
may verbally notify or file a written complaint with the employee’s department head or
the Human Resources Manager. If the department head or the Human Resources
Manager is implicated in the matter or if the employee does not feel comfortable
raising the matter with his or her department head or the Human Resources
Manager, the employee may verbally notify or file a written complaint with the City
Manager, City Attorney, or the Mayor. If a member of the City Council or other
appointed board or commission member is implicated in the matter, the employee
may verbally notify or file a written complaint with the City Manager, City Attorney, or
the Mayor. If the Mayor is implicated in the matter, the employee may verbally notify
or file a written complaint with the City Manager, City Attorney, or the Human
Resources Manager.

Notice. Except as otherwise provided herein, any supervisor, department head, the
Human Resources Manager, the City Attorney, or the Mayor receiving notice of an
alleged incident of harassment, either verbally or in writing, shall take immediate
action to report such incident and/or complaint to the City Manager. In the event the
City Manager is implicated in the complaint, the Mayor shall be notified by the
supervisor, department head, City Attorney or the Human Resources Manager of the
report or complaint.

Investigation. It is an express policy of the City that all complaints of harassment will
be investigated. Except as otherwise provided herein, the Human Resources
Manager, or his or her designee, shall promptly and thoroughly investigate any such
complaint of harassment. In the event the Human Resources Manager is implicated
in any harassment complaint, the City Manager shall cause to be conducted a prompt
and thorough investigation of the matter. In such event, all references in Subsections
(d) and (e) to the Human Resources Manager shall be read to refer to the City
Manager. The City may also hire a third-party investigator to conduct any
investigation of alleged harassment. All investigations shall include, at a minimum,
providing a copy of this policy to the complainant and the accused; informing the
parties of the law regarding harassment and the provisions of this policy; and
reviewing the complaint with the complainant and the accused.

Decision. Upon completion and review of the investigation, the Human Resources
Manager shall determine whether there has been a violation of this policy and shall
immediately thereafter take such action as he or she deems appropriate under the
circumstances in accordance with applicable procedures regarding the same. In the
event a third-party investigator has been hired to investigate the matter, the Human
Resources Manager shall review the conclusions of the investigation and make a
determination regarding the matter as provided herein. Written notice of the decision,
including any appropriate findings and recommended conclusions or remedies, shall
be prepared and distributed to the City Manager and department head within a
reasonable time from receipt of the complaint.
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(h)

(i)

0

(k)

()

12.020.

(5) Determine Remedy. Based on the notice of decision written by the Human Resource
Manager, if a violation of this policy is found the City Manager and Department Head
shall determine the appropriate discipline for the violator ranging from written
reprimand to termination of employment. The City Manager and department head in
consultation with the Human Resources Manager shall take the following factors into
consideration in determining the appropriate discipline, together with any other
appropriate factors:

(a) the relationship of the parties;
(b) the nature of the offense;

(c) the number of complainants; and
(d) the number of occurrences.

File Records. All records concerning the complaint, investigation, findings, and discipline shall be
maintained in a confidential file separate from his or her personnel records. If the accused is
found to have violated this policy, records concerning the discipline shall be maintained with his
or her personnel records. If the accused is found innocent of any violation of this policy, no
records concerning the incident shall be maintained with his or her personnel records.

Confidentiality. All complaints and investigations of harassment will be confidential to the extent
possible under the circumstances and only those persons necessary for the investigation and
resolution of the complaint will be provided information. Breach of this confidentiality requirement
may result in disciplinary action being taken.

Retaliation. Employees are entitled to bring good faith complaints regarding alleged harassment
and/or to participate in the investigation of any such complaints without any fear of retaliation.
Retaliation against an accused or any person involved or cooperating in an investigation of
harassment is a separate violation of this policy. If an employee believes he or she has been
subjected to any act of retaliation resulting from any complaint or investigation of harassment, he
or she has the right to file a complaint hereunder alleging retaliation as a separate action under
this policy.

Misuse of Policy. Any false claims of sexual harassment or allegations made in bad faith will
result in disciplinary action up to and including termination taken against the accuser.

Other Procedures and Remedies. The grievance procedures provided herein are intended to
replace rather than supplement other City grievance procedures for any grievance involving
harassment and shall be exhausted prior to pursuing other available remedies.

Sexual Abuse Policy.

Syracuse City prohibits and does not tolerate sexual abuse or misconduct in the workplace during

any organization-related activity. Syracuse City provides procedures for employees, volunteers, council
members, board members, or any other victims of sexual abuse or misconduct to report such acts.

Those reasonably suspected or believed to have committed sexual abuse or misconduct will be

appropriately disciplined up to and including termination of employment or membership, as well as
criminally prosecuted. No employee, volunteer, council member, board member, or other person,
regardless of his or her title or position has the authority to commit or allow sexual abuse or misconduct.

Sexual abuse or misconduct may include, but is not limited to:
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(a) Child sexual abuse — any sexual activity, involvement or attempt of sexual contact with a
person who is a minor (under 18 years old) where consent is not or cannot be given.

(b) Sexual activity with another who is legally incompetent or otherwise unable to give
consent.

(c) Physical assaults or violence, such as rape, sexual battery, abuse, molestation, or any
attempt to commit such acts.

(d) Unwanted and intentional physical conduct that is sexual in nature, such as touching,
pinching, patting, brushing, massaging someone’s neck or shoulders, and/or pulling
against another’s body or clothes.

If an employee, volunteer, council member or board member observes signs of child abuse,
observes the abuse of a child, or has suspected abuse disclosed to him/her then he/she shall
proceed in the following manner:

1. The employee shall immediately report the incident to the Police Department and
his/her direct supervisor.

2. Under the direction of the direct supervisor the employee will contact the Utah
Division of Child and Family Services (DCFS) and file a report.

3. The employee shall complete an incident report and the direct supervisor shall submit
the report to his/her Department Head.

4. The Department Head shall inform the City Manager who will then communicate with
the Mayor, City Attorney, Human Resources, and Police Department, as necessary.

5. The City Manager may follow-up with the employee who filed the initial report.

To provide a safe environment for minors, Syracuse City will take all reasonable measures to
avoid one-on-one interactions between adults and minors that are not easily observable by
others. Generally, two adults will supervise or be in attendance with minors in any City activity. If
individual meetings with a minor shall be held in an office, the door shall be kept open or the
meeting shall be held in an office with a window that can be viewed from the hallway. Closed door
meetings shall only be held when another adult is put on notice of the meeting and the door
remains unlocked.

12.030. Americans with Disabilities Policy.

(a) Policy. It is the policy of the City to fully comply with the provisions and protections of the
Americans with Disabilities Act of 1990 (ADA), 42 U.S.C. 12101, et. seq., as amended, including, but not
limited to, the Americans with Disabilities Act Amendments of 2009 (ADAAA), Public Law 110-325,
prohibiting employment discrimination against qualified individuals with disabilities. Pursuant to the ADA
and the ADAAA, which shall hereinafter be referred to collectively as the ADA, the City shall not
discriminate against a qualified individual with a disability in job application procedures, hiring, firing,
advancement, compensation, job training, leave, benefits, and any other term, condition, and privilege of
employment with the City. It is further the intent of the City to fully comply with the provisions and
interpretations of the EEOC regulations and guidelines issued pursuant to authority of the ADA, including,
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but not limited to, regulations set forth in 29 C.F.R. Part 1630, as amended.

(b) ADA Coordinator. The Human Resources Manager is hereby designated as the ADA
Coordinator for the City. The ADA Coordinator shall be responsible for the administration of this policy.
Any questions, comments or complaints regarding matters set forth herein should be addressed to the
ADA Coordinator, Syracuse City Offices, 1979 West, 1900 South, Syracuse, Utah, 84075.

(c) Disability. Pursuant to the ADA, an individual with a disability is a person who: (A) has a
physical or mental impairment that substantially limits one or more major life activities of such individual;
(B) has a record of such impairment; or (C) is regarded as having such an impairment. The ADA only
protects a person who is qualified for the job he or she has or for which he or she is applying. A qualified
employee or applicant with a disability is an individual who, with or without reasonable accommodation,
can perform the essential functions of the employment position he or she holds or for which he or she is
applying. Pursuant to the ADA, the definition of disability shall be construed in favor of broad coverage of
individuals.

(d) Reasonable Accommodation. The City shall provide a reasonable accommodation to the
known physical or mental limitations of an otherwise qualified individual with a disability in accordance
with applicable provisions of the ADA, which includes pregnancy, childbirth, breastfeeding, or related
conditions, unless doing so would impose an undue hardship on the operation of the City’s business.
Undue hardship means that providing the reasonable accommodation would result in significant difficulty
or expense, based on the resources and operation of the employer’s business.

(e) Requesting Reasonable Accommodation. An employer generally does not have to
provide a reasonable accommodation unless an individual with a disability has asked for one. Thus, it is
generally up to the applicant or employee to request a reasonable accommodation from the City. Any
applicant or employee requesting a reasonable accommodation shall make such request to the City’s
ADA Coordinator as designated in Subsection (b). The request may be made in general terms that the
individual needs an adjustment or change for a reason related to a medical condition. The request does
not have to include the terms “ADA” or “reasonable accommodation.” The City may initiate discussions
about the need for a reasonable accommodation if the disability is obvious, e.g., the individual uses a
wheelchair, or if the medical condition is causing a performance or conduct problem, as more particularly
provided in the ADA and applicable regulations.

® Interactive Process for Determining Accommodation. The ADA suggests the employee
and employer work together informally in an interactive process to determine potential or appropriate
accommodations under the circumstances that would enable the employee to perform the essential
functions of his or her job. Once a reasonable accommodation is requested, the ADA Coordinator and
the applicant or employee should sit down and discuss the applicant’s or employee’s needs and identify
the appropriate reasonable accommodation. If such consultation does not identify an appropriate
accommodation, the City may seek further assistance from the EEOC, State or local vocational
rehabilitation agencies, the Job Accommodation Network (JAN), or other appropriate service to assist the
City in making individualized accommodations. The ADA Coordinator shall respond promptly to all
requests for a reasonable accommodation and should keep lines of communication open with the
applicant or employee making the request, particularly when it will take longer than expected to provide
an accommodation or when supporting documentation is needed.

(9) Complaint. Whenever an applicant or employee believes he or she has been
discriminated against on the basis of a disability regarding his or her employment or application for
employment with the City, the applicant or employee may file a written complaint with the ADA
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Coordinator. The complaint should set forth the facts and circumstances surrounding the complaint and
the basis for the complaint. Upon receipt of a complaint, the ADA Coordinator shall immediately notify the
City Manager of the complaint and conduct an investigation of the complaint. The ADA Coordinator may
also hire a third party to investigate the matter. Investigation of the complaint may include but is not
limited to: interviewing the complainant and affording all interested persons and their representatives, if
any, the opportunity to submit oral or documentary evidence relevant to the complaint. The ADA
Coordinator shall, within a reasonable time from receipt of the complaint, prepare and distribute his or her
findings and conclusions from the investigation, including a description of the resolution of the complaint
and notice of the complainant’s right to appeal.

(h) Appeal. Any person aggrieved by a decision of the ADA Coordinator regarding a
complaint filed hereunder may appeal such decision by filing with the City Council a written appeal within
ten (10) days from the date of the decision stating the grounds for the appeal. The City Council shall
review the ADA Coordinator’s decision for correctness and prepare its findings and conclusions within a
reasonable time from receipt of the appeal.

0] Retaliation. It is unlawful to retaliate against an individual for opposing employment
practices that discriminate based on disability or for filing a discrimination charge, testifying, or
participating in any way in an investigation, proceeding, hearing or litigation under the ADA. Any
applicant or employee who believes he or she has been subjected to any act of retaliation described
herein has the right to file a further complaint alleging reprisal as a separate action under this policy.

()] Records. The ADA Coordinator shall maintain or cause to be maintained all records of
the City pertaining to ADA matters and complaints filed hereunder in accordance with the Utah
Government Records Access and Management Act, as set forth in Utah Code Ann. 88 63G-2-101, et
seq., as amended, and all applicable records provisions of the ADA. Medical information shall not be filed
in the employee’s regular personnel file but shall be filed in a separate medical file that is accessible only
to designated officials. Disclosure of medical information about applicants or employees shall be subject
to the confidentiality requirements of the ADA. An employee’s request for a reasonable accommodation
shall be considered medical information subject to the ADA’s confidentiality requirements.

(k) Other Procedures and Remedies. The grievance procedures provided herein are
intended to replace rather than supplement other City grievance procedures for any grievance involving
discrimination based upon disability.
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CHAPTER 13
NON-DOT DRUG AND ALCOHOL TESTING POLICY

13.010. Purpose.

13.020. General Policy.

13.030. Applicability.

13.040. Definitions.

13.050. Regulations.

13.060. Zero-Tolerance.

13.070. Voluntary Rehabilitation.

13.080. Prescription and Over-the-Counter Drugs.
13.090. Testing Required.

13.100. Basis for Testing.

13.110. Testing Procedures.

13.120. Results.

13.130. Action.

13.140. Confidentiality and Access to Test Results.
13.150. Notification of Citation, Arrest, or Charge.
13.160. Americans with Disabilities Act (ADA).
13.170. Amendments.

13.010. Purpose.

The purpose of this policy is to convey to all current and prospective employees of Syracuse City
the City’s “zero-tolerance” policy on alcohol and drug use in the workplace and to provide guidelines for
the implementation and management of a drug and alcohol testing program for the City. This policy is
intended to provide a safer and more efficient workforce by avoiding the negative circumstances created
by employee drug and alcohol use. These policies and procedures are not intended to create or alter any
existing employment status or contract, written or verbal, between Syracuse City and its employees or job
applicants. The provisions of this policy are intended and shall be interpreted to be in accordance with the
Utah Local Governmental Entity Drug-Free Workplace Act, as set forth in Utah Code Ann. 8§ 34-41-101,
et seq., as amended.

13.020. General Policy.

Alcohol or drug use can impair an employee's ability to safely and effectively perform the
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create
poor employee morale, and/or undermine public confidence in the City's work force. It is the policy of the
City to employ a workforce and create a workplace free from the adverse effects of alcohol and drug use.
To accomplish this, Syracuse City has developed a “zero-tolerance” substance abuse policy for all current
and prospective employees as more particularly set forth in this policy. This policy shall be distributed to
employees and made available for review by prospective employees.

13.030. Applicability.

This Non-DOT Drug and Alcohol Testing Policy shall apply to all City employees and prospective
employees, including those City employees or prospective employees who are required to comply with
the DOT Drug and Alcohol Testing Policy as set forth in Chapter 14, to the extent not otherwise covered
therein. In the event of conflict between the two policies, the DOT Drug and Alcohol Policy shall control
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for DOT employees as defined in Chapter 14.
13.040. Definitions.
As used herein, the following words shall have the meanings set forth below:

€) Actual Knowledge. “Actual Knowledge” means actual knowledge by an employer that an
employee has used a controlled substance and/or alcohol based on the employer’s direct observation of
the employee or an employee’s admission of alcohol and/or controlled substance use. Direct observation
as used in this definition means observation of alcohol or controlled substance use and does not include
observation of employee behavior or physical characteristics sufficient to warrant reasonable suspicion
testing.

(b) Adulterated Test Result. “Adulterated Test Result” means a specimen which contains a
substance that is not expected to be present in human urine or contains a substance expected to be
present but is at a concentration so high that it is not consistent with human urine.

(© Alcohol. “Alcohol” means the intoxicating agent in beverage alcohol (ethyl alcohol) or
other low molecular weight alcohols including methyl and isopropyl alcohol.

(d) Alcohol Use. “Alcohol Use” means the drinking or swallowing of any beverage, liquid
mixture, or preparation (including any medication) containing alcohol.

(e) Alcohol Testing. “Alcohol Testing” means to be tested by a certified breath-alcohol
technician, using an approved breath alcohol test device or an approved initial screening device, as more
particularly set forth in this policy. Blood and urine alcohol testing may also be used at the discretion of
the City when breath alcohol testing is not available.

) Controlled Substance or Drugs. “Controlled Substance” or “Drugs” means any
substance, and its metabolite, recognized as a drug in the United States Pharmacopoeia, the National
Formulary, the Homeopathic Pharmacopoeia, or other recognized drug compendia, or supplement to
such compendia, including Title 58, Chapter 37 of the Utah Code Annotated (Utah Controlled Substances
Act), and any prescribed medication or controlled substance including those assigned by 21 USC 802
and includes all substances listed on Schedule | through Schedule V, as they may be revised from time to
time (21 CFR 1308), including but not limited to:

(1) Marijuana

(2) Cocaine

(3) Amphetamines
(4) Benzodiazepines
(5) Barbiturates

(6) Opiates and other narcotics

(7) Phencyclidine (PCP) and other hallucinogens
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(9) Drug Testing. “Drug Testing” means the scientific analysis for the presence of drugs or
their metabolites in specimens from the human body, as more particularly set forth in this policy.

(h) Employee. “Employee” means any person employed by the City for compensation.

0] Medical Review Officer (MRO). “Medical Review Officer” or “MRQO” means a licensed
physician with knowledge of drug abuse disorders used by Syracuse City to determine and verify if a
legitimate or medical explanation exists for a positive, adulterated, substituted, or invalid drug test result.

()] Non-Negative Drug Test Result. “Non-Negative Drug Test Result” means any drug test
result other than a negative test result, including, but not limited to adulterated, substituted, diluted or
invalid drug test result.

(K) On-Duty. “On-Duty” means all working hours, including meals or break periods,
regardless of whether the employee is on Syracuse City property, and at any time the employee
represents Syracuse City in any capacity, including operating Syracuse City equipment or vehicles.

()] Positive Alcohol Test. “Positive Alcohol Test” means test levels on both the initial and
confirmation tests that are 0.04 percent or greater (0.04 gm/210 liters of breath or 0.04 gm/deciliter of
blood or 0.04 gm/dl of urine).

(m) Positive Drug Test. “Positive Drug Test” means drug test levels on both the screening
test and the confirmation test that are at or above the level recognized as positive by the US Department
of Health and Human Services in its Mandatory Guidelines for Federal Workplace Drug Testing Programs
or the standard cutoff levels set by the laboratory and the MRO has verified the test result as positive.

(n) Prospective Employee. “Prospective Employee” means any person who has made
written or oral application for employment with the City and who has been selected as a final applicant for
such employment.

(0) Refusal to Submit. “Refusal to Submit” means that the employee: (1) fails to provide
adequate breath for alcohol testing as required herein without a valid medical explanation after he or she
has received notice of the requirement for breath testing; (2) fails to provide an adequate urine sample for
controlled substances testing as required herein without a genuine inability to provide a specimen after he
or she has received notice of the requirement for urine testing; or (3) engages in conduct that clearly
obstructs the testing process.

(p) Safety Sensitive Position. “Safety Sensitive Position” means any position involving duties
which directly affect the safety of governmental employees or the general public, or positions where there
is access to controlled substances as defined in Utah Code Annotated, Title 58, Chapter 37 (Utah
Controlled Substances Act) during the course of performing job duties.

(@) Sample. “Sample” means any sample of urine, blood, breath, oral fluid, or hair for drug
and/or alcohol screening.

(n Substituted Test Result. “Substituted Test Result” means a specimen with creatinine and
specific gravity values that are so diminished or divergent that they are not consistent with human urine.

(s) Use. “Use” means to illegally consume, sell, purchase, manufacture, distribute, be under
the influence of, report to work under the influence of, or be in possession of drugs and/or alcohol. The
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term use shall also include the presence of drugs and/or alcohol in the body of an employee, including the
presence as a metabolite, the use of a prescription drug without a valid prescription from a health care
provider and not using a prescription drug as prescribed by the authorizing health care provider.

® Utah Local Governmental Entity Drug-Free Workplace Act. "Utah Local Governmental
Entity Drug-Free Workplace Act" means the Drug-Free Workplace Act set forth at Utah Code Ann. 88 34-
41-101, et seq., as amended.

13.050. Regulations.

No employee of the City may possess, sell or be under the influence of any drugs or alcohol while
on-duty, when conducting City business or while on City premises, as shown by the presence of such
substances or their metabolites in the employee's system. The following activities are examples of
activities that are strictly prohibited for all Syracuse City employees:

€) Working while under the influence of a controlled substance or alcohol unless the
substance is legally prescribed and used in accordance with the terms of this policy.

(b) Selling, using, purchasing, manufacturing, or possessing an illegal controlled substance
or drug paraphernalia while on Syracuse City time, while conducting Syracuse City business, while on
Syracuse City property, or while using City vehicles or equipment.

(c) Selling, using, purchasing, manufacturing, or possessing an illegal controlled substance
or drug paraphernalia when not at work.

(d) Selling, using, purchasing, manufacturing, or possessing an illegal controlled substance,
including prescription medications which are considered controlled substances, unless the prescription
medication is legally prescribed to the employee and has been taken as prescribed.

(e) Operating any vehicle or machinery while under the influence of any drug, including
prescription or over-the-counter medications which render the employee incapable of safely and
adequately operating a vehicle, machinery, or performing any other job duties.

® Using alcohol, in any form, while on Syracuse City time or business, or to report to work
under the influence of alcohol. An employee is considered to be in violation of this policy if they report to
work with a blood alcohol level (as determined by a breath alcohol (BAC) test) greater than or equal to
0.04.

(9) Consuming or using alcohol in any form, four (4) hours prior to a scheduled work period,
or while “on-call.”

(h) Refusing to submit a specimen for controlled substances or alcohol testing.
0) Having positive drug and/or alcohol test results.
()] Tampering with, substituting, or adulterating any specimen collected for drug and/or

alcohol testing. Any sample reported by the laboratory or MRO as “substituted” or “adulterated” will be
considered a “refusal to test” or a refusal to submit a valid sample.

(k) Obstructing or not fully cooperating with specimen collection or testing procedures.
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() Failing to report the legal use of prescription and/or over-the-counter medications that
could adversely render the employee incapable of operating a vehicle, machinery and performing
job duties.

(m) For a Syracuse City supervisor to allow an employee to work if they have actual
knowledge that the employee has violated this policy or has reasonable suspicion to believe that an
employee may be impaired by drugs and/or alcohol.

13.060. Zero-Tolerance.

If it is determined that an employee tests positive for use of controlled substances and/or alcohol,
abuses prescribed drugs, refuses to provide a sample, knowingly supplies an excess fluids (diluted),
substituted or adulterated sample, or otherwise violates the terms and provisions of this policy, that
employee shall be subject to disciplinary action, up to and including termination. Any disciplinary action
taken for violations of this policy shall comply with the disciplinary action procedures, as applicable, set
forth in Chapter 25 of these Policies and Procedures.

13.070. Voluntary Rehabilitation.

Employees seeking assistance with overcoming drug or alcohol abuse before they are selected
and tested for drug and/or alcohol testing and before it interferes with job performance may contact their
supervisor, department head, or the Human Resources Manager for information about counseling and
rehabilitation programs. Employees having a drug or alcohol problem are strongly encouraged to seek
help. The Human Resources Manager may provide assistance in referring employees to appropriate
rehabilitation programs. This assistance, however, does not financially obligate the City for the costs
associated with rehabilitation. Rehabilitation is the employee’s responsibility. The City will allow
employees who seek voluntary assistance for alcohol and drug problems to first utilize their accrued sick
leave and then their accrued annual leave for rehabilitation. Leave without pay may be requested by the
employee and will be considered on an individual case basis. If the FMLA does not apply, an employee’s
position may be held open for a reasonable period of time up to a maximum of thirty (30) days for
voluntary rehabilitation upon approval by the City Manager. Employees returning to work after treatment
must first provide the City with a certification from a reputable substance abuse program that the
employee is sober, has successfully completed the treatment program and has the potential for full
recovery. A licensed professional medical practitioner that specializes in substance abuse must sign this
certification. The employee must also, as a condition of returning to work, agree to follow-up
rehabilitation drug and/or alcohol testing and sign a return-to-work agreement. Follow-up rehabilitation
testing will be required for a period of not less than six (6) months and not more than one (1) year after
completion of the employee’s substance abuse treatment program. The date and time of any required
follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a random
basis. Voluntary notification and enrollment in a rehabilitation program shall only prevent disciplinary
action for previous drug or alcohol use that was unknown to the City and shall not prevent the City from
testing or taking disciplinary action against an employee who subsequently violates this policy.

13.080. Prescription and Over-the-Counter Drugs.

Prescribed and over-the-counter drugs and the necessary instrumentalities of administration
brought on City premises may only be used by the person for whom they are prescribed and taken as
directed so long as the use of such drugs does not adversely affect the safety of the work environment or
significantly impede performance of essential job functions. There are various prescription and over-the-
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counter drugs that may adversely affect the safety of the work environment. Examples include, but are
not limited to, pain relievers that contain opiates, medical marijuana, and muscle relaxants. It is the
employee’s responsibility to be informed about the effects of prescription and over-the-counter drugs they
are taking by reading the information that accompanies the drug, including any information provided by
the pharmacist, by consulting with their physician, and by accessing and utilizing other sources of
information available to the employee, and acting accordingly. Any employee who chooses or is
medically required to use prescribed or over-the-counter medications that may adversely affect the safety
of the work environment, shall immediately notify his or her department head of the type of medication
and time period over which said medications will be taken. The department head will make a
determination of any restrictions to be placed on the employee after appropriate confidential consultation
with the Human Resources Manager, the City Attorney’s Office, and/or medical professionals. A written
statement from the employee’s physician may be required regarding whether the physician is of the
opinion that the employee can safely work or perform his or her job duties while taking the prescribed
drug. Any employee who chooses or is medically required to use a prescribed or over-the-counter
medication outside of the workplace must ensure that: (1) they use the medication as prescribed, (2) at
least 12 hours have passed since the medication was used, and (3) the impairing effects have ended
prior to reporting for work. For purposes of this policy, medications used as prescribed, which do not
constitute a safety concern, shall not be considered a violation of this policy.

13.090. Testing Required.

In accordance with the provisions of this policy, all prospective and current employees shall be
subject to drug and alcohol testing as a condition of hiring and continued employment with the City.
Failure to comply with this policy shall result in the City refusing to hire a prospective employee or
disciplinary action for current employees as set forth in Section 13.060 regarding the City’s zero-tolerance
policy. All drug testing shall consist of a CRL nine (9) panel plus narcotics drug screen to set for the
presence of controlled substances. All testing shall be based on and under the circumstances set forth in
Section 13.100 regarding basis for testing.

13.100. Basis for Testing.

Prospective and current employees shall be subject to testing for the presence of drugs and/or
their metabolites and alcohol by the City in accordance with the provisions of this policy as a condition of
hiring and continued employment for any of the following reasons or under the following circumstances.

€) Pre-Employment. All prospective employees, upon acceptance of a conditional offer of
employment with the City, shall be required to submit to a pre-employment drug test at the facility
designated by Syracuse City. Pre-employment tests will be conducted on prospective employees on their
own time, meaning that prospective employees will not be paid for the time they spend participating in
pre-employment testing required by Syracuse City. All pre-employment drug testing will be conducted at
the third-party administrator’s facility and prospective employees are responsible for their transportation to
and from the collection facility. Refusal to consent to a pre-employment drug test will terminate further
action towards employment. A positive, adulterated, or substituted test result will also terminate further
action towards employment with Syracuse City. Only those prospective employees whose pre-
employment drug test results are negative will be considered for further action towards employment.

(b) Reasonable Suspicion. Employees acting in a manner which raises reasonable
suspicion that the employee has improperly used or reported to work under the influence of drugs or
alcohol shall be subject to drug and alcohol testing which may include standardized field sobriety testing
and drug recognition expert (DRE) examination. "Reasonable suspicion" shall be determined by the
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supervising agent and shall mean an articulated belief based upon recorded facts and reasonable
inferences drawn from those facts that the employee is in violation of this policy. Reasonable suspicion
drug and/or alcohol testing will be required when there is any of the following: observable phenomena
(actual use, possession, odors, etc.); abnormal behavior or physical characteristics; or a drug-related
investigation, arrest, or conviction or any investigation of theft.

(1) In the event that reasonable suspicion testing is warranted, it is the responsibility
of an agent of Syracuse City to transport the employee being tested to and from the testing
facility. In most cases, either the Designated Employee Representative (DER) or the employee’s
supervisor will be responsible for transporting the employee.

(2) Before requiring reasonable suspicion testing, the employee’s supervisor or the
person requesting the reasonable suspicion testing shall complete the “Observed Behavior-
Reasonable Cause Record”. It is essential that this form be completed before the employee is
required to submit to testing in order to properly document the circumstances leading up to the
testing referral.

3) Any employee who is required to submit to reasonable suspicion testing will be
removed from any safety sensitive functions and placed on alternative duty, if necessary, or
placed on paid administrative leave until the results of the drug and/or alcohol test can be verified.
If the test result(s) are negative, the employee will be able to return to work upon receipt of the
test result(s). If the test results are positive, the employee will be subject to termination as
provided herein.

4) If an employee refuses to submit to reasonable suspicion testing or attempts to
leave any Syracuse City premises and is impaired, in the opinion of a trained supervisor, to the
extent that he/she would present a danger to either him/herself or others, local law enforcement
should be contacted immediately by the supervisor.

(5) In an effort to ensure that supervisors are knowledgeable about the symptoms of
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City
employees in supervisory positions and only those persons who have attended the training will be
qualified to require reasonable suspicion testing. Records regarding training attendance will be
kept for a minimum of three (3) years after the date of the training.

(c) Random. Employees in safety sensitive positions shall be subject to unannounced drug
and alcohol testing.

(1) Random drug and/or alcohol testing will be conducted for Syracuse City
employees working in non-DOT safety sensitive positions, including, but not limited to the
following positions:

e Administration
o IT Manager
o IT Technician

e Community Development Department
o Building Inspector
o Building Official
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o

Code Enforcement Officer

e Fire Department

O 0O O OO OO OO0 OO0

Battalion Chief

Deputy Fire Chief

Fire Captain

Fire Captain/Paramedic
Fire Chief

Fire Engineer

Fire Engineer/Paramedic
Fire Fighter

Fire Fighter/Paramedic
Fire Marshal

o Parks & Recreation Department

o

O O O O O O

Facilities Maintenance Technician
Land Maintenance Worker

Parks Maintenance Crew Leader
Parks Maintenance Worker
Recreation Manager

Recreation Program Coordinator
Site Supervisor

o Police Department

o

O O O O O

Assistant Police Chief
Crossing Guard
Police Chief

Police Lieutenant
Police Officer

Police Sergeant

e Public Works Department

@)

O O O O O O O O

(2)

City Engineer

Engineering Technician
Environmental Maintenance Worker
Facilities Maintenance Technician
Facilities Maintenance Superintendent
Public Works Director

Public Works Inspector

Streets Maintenance Worker

Water Maintenance Worker

Selection for random testing will be done by an outside organization in order to
ensure that selection is truly random and is uninfluenced by any personal characteristics,

behavior, or any other attribute.

3)

Random drug and alcohol testing will be conducted quarterly. Random drug

testing will be administered at a fifty (50) percent annualized rate. Random alcohol testing will be
conducted at a ten (10) percent annualized rate. This means that the total number of drug tests
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conducted during any twelve (12) month period will be equal to at least fifty (50) percent of the
total Syracuse City non-DOT testing pool, and the total number of alcohol tests conducted during
any twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City
non-DOT testing pool. Employees will be notified by their supervisor and/or the DER of the
requirement to submit to a random drug and/or alcohol test and should then proceed immediately
to the collection site designated by Syracuse City.

(d) Post-Accidents.

1) Employees

involved in any work-related accident involving the following are required to

submit to post-accident drug and alcohol testing:

a) A vehicle in motion operated by a city employee;

b) Any accident or incident of such a nature that there is a reasonable possibility
that impairment due to drug or alcohol use could be a contributing factor, for the
following incidents:

1)

2)

Injury to any person requiring medical treatment by a healthcare provider; or

Property damage, other than to city vehicles, anticipated to exceed $1,000.

2) Off-duty employees involved in motor vehicle accidents involving Syracuse City vehicles
will also be subject to post-accident drug and alcohol testing as directed above.

3) Procedure.

(@)

(b)

(©)
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Post-accident drug tests must be conducted within 32 hours of the accident
and/or incident. Post-accident alcohol tests should be conducted within two
(2) hours of the accident and not later than eight (8) hours after the accident.
If these time limits have passed, the City should cease attempts to collect the
sample.

In the event that post-accident drug and alcohol testing is warranted, it is the
employee’s supervisor’s responsibility or an agent of Syracuse City or
emergency personnel to transport the employee being tested to and from the
testing facility. In most cases, it is the employee’s supervisor’s responsibility
to ensure the employee is transported. The testing facility to use during
business hours (8AM-5PM) is the Layton WorkMed. If the accident occurred
after business hours the supervisor shall call the after-hours WorkMed phone
(801-387-8378) for drug and alcohol testing to be done.

Any employee who is required to submit to post-accident drug and alcohol
testing will be removed from any safety sensitive functions and placed on
alternative duty, as necessary, or placed on paid administrative leave until
the results of the drug and alcohol tests can be verified. If the test results are
negative, the employee will be able to return to work upon receipt of the test
results. If the test results are positive or non-negative, the employee will be
subject to termination as provided herein.
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(e) Pre-Announced Periodic. Employees may be subject to pre-selected and pre-announced
drug and alcohol testing as a condition of continued employment conducted on a regular schedule.

) Rehabilitation. Employees in any rehabilitation program shall be subject to drug and
alcohol testing in accordance with the program requirements or as part of a return-to-work requirement
after treatment or program participation. Rehabilitation testing means unannounced but pre-selected
drug or alcohol testing done as part of a program of counseling, education, and treatment of an employee
in conjunction with this policy.

(9) Compliance. Employees shall be subject to drug and alcohol testing when required by
State or Federal law. See, DOT Drug and Alcohol Testing Policy regarding additional drug and alcohol
testing requirements for employees subject to commercial driver’s license requirements under the
Omnibus Transportation Employees Testing Act and the Department of Transportation Regulations
enacted thereunder.

13.110. Testing Procedures.
A licensed medical facility will conduct drug and Alcohol screening.

(&) Samples. Prospective employees and current employees shall submit a split urine sample for
drug testing or retesting as required herein. The urine sample shall be divided into two specimen bottles
by the third-party entity in accordance with the Utah Governmental Entity Drug-Free Workplace Act.
Alcohol testing will typically be done with an evidentiary breath testing device.

(b) Inadequate Samples. In the case of urine-based drug testing, a prospective employee who fails
to provide an adequate quantity of urine for testing according to the third party’s guidelines will no longer
be considered for employment. If an employee fails to provide an adequate quantity of urine according to
the third party’s guidelines the third-party administrator will notify the MRO to determine pertinent
information concerning whether or not the individual’s inability to provide a specimen is genuine or
constitutes a refusal to test. Upon completion of the examination, the MRO will report their conclusions to
the Syracuse City DER in writing. If the City or the collector has reasonable cause to believe that the
donor of the sample has tampered with their sample, a new sample will be immediately collected.

(c) Testing. Sample drug testing shall conform to scientifically accepted analytical methods and
procedures and shall be conducted in accordance with the Utah Local Governmental Entity Drug-Free
Workplace Act by an independent laboratory certified for employment drug testing by either the
Substance Abuse and Mental Health Services Administration or the College of American Pathology. The
City has designated Intermountain WorkMed as the City’s third-party administrator to assist in setting up
and administering the drug and alcohol testing program set forth herein.

(d) Dilute Specimens. Specimens which the laboratory reports as dilute, meaning specific gravity
less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the
employee/applicant will be required to give a second specimen. The second specimen will be considered
the final result.

(e) Invalid Specimens. If Syracuse City receives a test result that is determined to be invalid, the
employee will be immediately retested. The employee will be given no notification of the need to retest.
No action will be taken regarding the first test result and the results of the second test will be considered
final. A second “invalid” test result will be treated as a positive test result.
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() Time. Any drug or alcohol testing required by the City under this policy shall occur during or
immediately after the regular work period for current employees and shall be deemed work time for
purposes of compensation and benefits for current employees.

(g) Costs. Except as otherwise provided, the City shall pay all costs of sample collection and testing
required herein, including the cost of transporting current employees to the testing site if the testing is
conducted at a place other than the work site.

(h) Disclaimer. A physician/patient relationship is not created between a prospective or current
employee and the City or any person performing the test, solely by this policy and the procedures set
forth herein.

13.120. Results.

€) Positive. Positive test results shall refer to those test results that meet or exceed the
standard permissible levels of substance in the body as defined and set forth in this policy, the Federal
DOT Rules and Regulations if addressed therein, or by standards adopted by the State of Utah if not
addressed by the Federal DOT Rules and Regulations.

(b) MRO. It is the policy of Syracuse City that all positive or non-negative drug tests results
be immediately referred to an MRO to verify the positive or non-negative result. In the case of a positive,
adulterated, substituted, or invalid test result, the employee or prospective employee shall be so advised
by the MRO by telephone on a confidential basis prior to the reporting of the results to the designated
employer representative. The employee shall have the right to discuss and explain the results, including
the right to advise the MRO of any prescription or over-the-counter medication or other substance
consumed which may have affected the results of the test. The MRO shall also review the chain-of-
custody documentation to ensure compliance with normal chain-of-custody procedures. If the MRO can
verify a legitimate explanation, the MRO would then reverse the test result to negative and report it as
negative to the employer. The MRO can report a positive or non-negative test to the employer, without
interviewing the employee/applicant, if: an individual has expressly declined the opportunity to discuss
the test result with the MRO; the employer has successfully made and documented a contact with the
employee and instructed the employee to contact the MRO and more than 72 hours have passed since
the time the employer contacted the employee; or if neither the employer nor MRO, after making and
documenting all reasonable efforts, has been able to contact the employee within ten (10) days of the
date on which the MRO receives the confirmed test result from the laboratory. No MRO review will be
done on positive breath or blood alcohol tests.

(© Notice. In addition to the MRO procedures set forth in Subsection (b), prospective and
current employees shall be notified as soon as possible of any positive test results conducted in
accordance with this policy by telephone or in writing at their last-known telephone number and address
and told of his or her option to have the split urine sample tested as provided in Subsection (e).

(d) Confirmation. Before the result of any test required herein may be used as a basis for
action by the City, the positive test result shall be verified or confirmed using a gas chromatography-mass
spectroscopy, or other comparably reliable analytical method.

(e) Second Test Option. If the test results of the urine sample indicate the presence of drugs
or their metabolites, the donor of the test shall have seventy-two (72) hours from the time he or she is
notified of such results to request, at his or her option, to have the split urine sample testing performed.
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The cost of the second test shall be equally divided between the donor and the City, unless the second
sample tests negative, in which case the City shall pay for the entire cost of the second test. In addition
to the initial test results, the test results of the split urine sample shall be considered at any subsequent
disciplinary hearing if the requirements of this policy have been complied with in the collection, handling
and testing of the samples.

® Request for Report. An employee who has tested positive or non-negative shall have the
right to request, in writing, from the City a copy of the laboratory and MRO report regarding the testing.

13.130. Action.

€) Referral. Any non-DOT employee who has a non-negative drug test or a positive breath
alcohol test result will be immediately referred by the Syracuse City DER to the Employee Assistance
Program (EAP), a licensed substance abuse counselor (LSAC), or a Substance Abuse Professional
(SAP) for an initial consultation. Syracuse City will be responsible for the cost of the initial consultation.
However, additional services provided to the employee by the SAP and/or LSAC will be at the expense of
the employee.

(b) Discipline or Refusal to Hire. The City may use confirmed positive test results or non-
negative test results, or any refusal of a prospective or current employee to take the test, as a basis for
disciplinary action up to and including termination of current employees and refusal to hire prospective
employees. Any disciplinary action taken by the City for violation of this policy shall be in accordance with
the City disciplinary procedures. Such procedures shall include any required pre-disciplinary hearing and
appeal proceedings.

(© Rehabilitation. The City may also require that any employee rendering positive test
results enroll in a City-approved rehabilitation, treatment, or counseling program, which may include
additional drug or alcohol testing, at the expense of the employee and as a condition of continued
employment.

13.140. Confidentiality and Access to Test Results.

The use and disposition of all drug and alcohol testing results and records shall be considered
confidential and are subject to the limitations of the Utah Government Records Access and Management
Act and the Americans with Disabilities Act. In an effort to ensure that all drug and/or alcohol test results
remain confidential, the third-party administrator and/or MRO for the Syracuse City drug testing program
are only authorized to release test results to the Syracuse City DER. After being received by Syracuse
City, all drug and alcohol test results will be stored in confidential employee files (established for all
Syracuse City employees) and will remain confidential to the extent required or allowed by law. The DER
will determine which person(s) within the City have a need-to-know which test results. Test and other
records will be maintained in a secure manner so that disclosure of confidential and/or medical
information to unauthorized persons does not occur. Test results may be released in legal proceedings
where the employee raises the issue of drug test (i.e., unemployment hearing, wrongful termination, etc.).
Test results can be released to persons representing Syracuse City (i.e., attorneys, workers
compensation insurance adjuster, etc.). Employees, former employees, and prospective employees can
request copies of their drug and/or alcohol test results by making a written request to the Syracuse City
DER.
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13.150. Notification of Citation, Arrest or Charge.

Any existing employee who is cited, arrested, or criminally charged in relation to violence,
drugs, alcohol, sexual offense, or for a felony offense must notify their supervisor or Human Resource
Manager, or designee in writing, prior to the start of their next shift after being cited, arrested, or charged.
Failure to notify may result in disciplinary action, up to and including termination. The employment status
of an employee who is cited, arrested, or criminally charged will be evaluated on a case-by-case basis
using the same factors outlined in Section 15.010 (h).

13.160. Americans with Disabilities Act (ADA).

Alcoholism is considered a disability under the ADA. Syracuse City will make reasonable
accommodations for current employees who suffer from alcoholism, including encouraging an employee
to participate in rehabilitation programs. However, Syracuse City will hold an alcoholic employee to the
same performance standards as other employees and will discipline an employee, up to an including
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is
considered to be a safety hazard. An employee or prospective employee whose controlled substance or
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the
provisions of this program shall not, by reason of those results alone, be defined as a person with a
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti-
Discriminatory Act) or the Federal Americans with Disabilities Act.

13.170. Amendments.

Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.
Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s
employment status. This policy will be amended from time to time to comply with changes in Federal and
State laws.
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CHAPTER 14
DOT DRUG AND ALCOHOL TESTING POLICY
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14.250. Americans with Disabilities Act (ADA).
14.260. Amendments.

14.010. Purpose.

The purpose of this policy is to provide guidelines for the implementation and management of a
drug and alcohol testing program for City employees and prospective employees who are subject to the
Commercial Driver’s License (CDL) drug and alcohol testing requirements under the Federal Omnibus
Transportation Employee Testing Act of 1991, as amended, and the Department of Transportation (DOT)
Regulations promulgated thereunder. The provisions of this policy are intended and shall be interpreted
in accordance with the Federal Omnibus Transportation Employee Testing Act of 1991, as amended, and
the DOT Regulations as defined herein. This policy is not intended to create or alter any existing
employment status or contract, written or verbal, between Syracuse City and its employees or prospective
employees.

14.020. General Policy.

Alcohol or drug use can impair an employee's ability to safely and effectively perform the
functions of the particular job, increase accidents, absenteeism, and sub-standard performance, create
poor employee morale, and/or undermine public confidence in the City's work force. It is the policy of the
City to employ a workforce and create a workplace free from the adverse effects of alcohol and drug use
to ensure the safety, personal health, and productivity of its employees, as well as the health and safety
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of those with whom Syracuse City employees come in contact. In addition, Syracuse City is committed to
reducing highway accidents that result from driver misuse of drugs and alcoholic substances, thereby
reducing fatalities, injuries, and property damage. To accomplish this, Syracuse City has developed a
“zero-tolerance” substance abuse policy for all current and prospective CDL employees as more
particularly set forth in this policy. This policy shall be distributed to all CDL employees and made
available for review by prospective CDL employees. Employees may refer any questions regarding this
policy or the materials referred to herein to the Human Resources Manager or designee.

14.030. Applicability.

This policy applies to all employees in the service of Syracuse City for compensation, and
prospective employees, who are required to hold and maintain a Commercial Driver’s License as a
condition of employment and/or who operate a commercial motor vehicle in commerce and who are
subject to the Commercial Driver’s License requirements of the Department of Transportation, including,
but not limited to 49 CFR Part 383, as amended, referred to and defined herein as “CDL employees.” All
other employees shall comply with the Non-DOT Drug and Alcohol Policy set forth in Chapter 13, rather
than the provisions set forth herein. All CDL employees shall be subject to the testing requirements of this
policy and the Non-DOT Drug and Alcohol Policy subject to the following limitation. When the provisions
of this policy are applicable to a certain situation, this policy shall be complied with and no other testing
requirements may be imposed. However, when provisions of this policy do not apply to a situation which
is otherwise covered by the Non-DOT Drug and Alcohol Policy, CDL employees shall be subject to testing
under the Non-DOT Drug and Alcohol Policy. For instance, if a CDL employee is involved in an accident
involving loss of life requiring testing under this policy, the employee would be subject to testing under
this policy and not subject to testing under the Non-DOT Drug and Alcohol Testing Policy. However, if the
employee is involved in an accident not requiring testing under this policy but requiring testing under the
Non-DOT Drug and Alcohol Testing Policy, the CDL employee would be subject to testing under the Non-
DOT Drug and Alcohol Testing Policy. In any case, if there is any conflict between this policy and any
other policy or regulation of the City, the requirements of this policy shall control, and no other testing
requirements shall be imposed which would conflict or hinder compliance with this policy. In accordance
with DOT Regulations, testing under Chapter 13 cannot be combined with testing required under this
Chapter 14.

14.040. Definitions.

Words not otherwise defined but used in this policy or in the materials referenced herein are
defined in 49 CFR § 386.2, 49 CFR § 390.5 and 49 CFR § 40.3, as amended. As used herein, the
following words shall have the meanings set forth below:

(a) Actual Knowledge. “Actual Knowledge” means actual knowledge by an employer that a
driver has used alcohol or controlled substances based on the employer's direct observation of the
employee, information provided by the driver's previous employer(s), a traffic citation for driving a CMV
while under the influence of alcohol or controlled substances or an employee's admission of alcohol or
controlled substance use, except as provided in Section 14.070 regarding voluntary admission. Direct
observation as used in this definition means observation of alcohol or controlled substances use and
does not include observation of employee behavior or physical characteristics sufficient to warrant
reasonable suspicion testing as used herein.

(b) Alcohol. “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol, or
other low molecular weight alcohols including methyl and isopropyl alcohol.
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(c) Alcohol Concentration (or Content). “Alcohol Concentration” or “Alcohol Content” means
the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath as
indicated by an evidential breath test.

(d) Alcohol Use. “Alcohol Use” means the drinking or swallowing of any beverage, liquid
mixture, or preparation (including any medication) containing alcohol.

(e) CDL Employee. “CDL Employee” means any employee in the service of Syracuse City
for compensation who is required to hold and maintain a Commercial Driver’s License as s condition of
employment and/or who is required as part of his or her job duties to operate a commercial motor vehicle
in commerce and who is subject to the commercial driver’s license requirements of 49 CFR Part 383, as
amended.

) Commerce. “Commerce” means: (1) any trade, traffic, or transportation within the
jurisdiction of the United States between a place in a State and a place outside of such State, including a
place outside of the United States; and (2) trade, traffic, and transportation in the United States which
affects any trade, traffic, and transportation as described in Subsection (1).

(9) Commercial Motor Vehicle. “Commercial Motor Vehicle” means a motor vehicle or
combination of motor vehicles used in commerce to transport passengers or property if the vehicle:

(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a
towed unit with a gross vehicle weight rating more than 10,000 pounds; or

(2) Has a gross vehicle weight rating of 26,001 pounds; or

3) Is designed to transport 16 or more passengers, including the driver; or

(4) Is of any size and is used in the transportation of material found to be hazardous
for the purposes of the Hazardous Materials Transportation Act (49 USC § 5103(b)) and which
require the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR
Part 172, subpart F).

(h) Controlled Substances or Drugs. “Controlled Substances” or “Drugs” means those
substances identified in 49 CFR 40.85, as amended, consisting of the following:

(1) Marijuana métabolites

(2) Cocaine métabolites

(3) Amphétamines

(4) Opiate métabolites

(5) Phencyclidine (PCP)

0) Designated Employee Representative (DER). “Designated Employee Representative” or

“‘DER” means an individual identified by Syracuse City as able to receive communications and test results
from service agents and who is authorized to take immediate actions to remove employees from safety-

sensitive duties and to make required decisions in the testing and evaluation processes. The individual
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must be an employee of Syracuse City and cannot be a service agent. The City’s DER is the Human
Resources Manager.

0] DOT Regulations. "DOT Regulations" means the rules and regulations promulgated by
the U.S. Department of Transportation for alcohol and controlled substance testing requirements for
employees subject to the Commercial Driver's License requirements pursuant to the Omnibus
Transportation Act of 1991, including, but not limited to 88 49 C.F.R. 40 and 49 C.F.R. 382, as amended.

(k) Driver. “Driver” means any person who operates a commercial motor vehicle. This
includes, but is not limited to: full-time, regularly employed drivers; casual, intermittent, or occasional
drivers; leased drivers and independent, owner-operator contractors. For the purposes of pre-
employment/pre-duty testing only, the term driver includes a person applying to the City to drive a
commercial motor vehicle.

0] Medical Review Officer (MRO). “Medical Review Officer” or “MRO” means a licensed
physician who is responsible for receiving and reviewing laboratory results generated by the City’s drug
testing program and evaluating medical explanations for certain drug test results.

(m) Prospective CDL Employee. “Prospective CDL Employee” means any person who has
made a written or oral application to become an employee of Syracuse City in a position defined as a
CDL employee.

(n) Refuse to Submit. “Refuse to Submit” means that a CDL employee:

Q) Fails to appear for any test (except a pre-employment test) within a
reasonable time, as determined by the City, consistent with applicable DOT agency regulations,
after being directed to do so by the City. This includes the failure of an employee to appear for a
test when called by the TPA (see, 49 CFR 40.61(a));

(2) Fails to remain at the testing site until the testing process is complete.
Provided, that an employee who leaves the testing site before the testing process commences a
pre-employment test is not deemed to have refused to test as provided in the DOT Regulations
(see, 49 CFR 40.63(c));

3) Fails to provide a urine specimen for any drug test required by this Policy
or the DOT Regulations. Provided, that an employee who does not provide a urine specimen
because he or she has left the testing site before the testing process commences for a pre-
employment test is not deemed to have refused to test (see, 49 CFR 40.63(c));

4) In the case of a directly observed or monitored collection in a drug test,
fails to permit the observation or monitoring of the driver's provision of a specimen (see, 49 CFR
40.67(l) and 40.69(Q));

(5) Fails to provide a sufficient amount of urine when directed, and it has been
determined, through a required medical evaluation, that there was no adequate medical
explanation for the failure (see, 49 CFR 40.193(d)(2));

(6) Fails or declines to take a second test the City, TPA or collector has
directed the CDL employee to take;

Syracuse City 94
Amended 9/2023

Personnel Policies and Procedures



SYRACUSE CITY
PERSONNEL POLICIES AND PROCEDURES

@) Fails to undergo a medical examination or evaluation, as directed by the
MRO as part of the verification process, or as directed by the DER under 49 CFR 40.193(d). In
the case of a pre-employment drug test, the employee is deemed to have refused to test on this
basis only if the pre-employment test is conducted following a contingent offer of employment;

(8) Fails to cooperate with any part of the testing process (e.g., refuse to

empty pockets when so directed by the collector, behave in a confrontational way that disrupts
the collection process); or

(9) Is reported by the MRO as having a verified adulterated or substituted test
result.

(0) Safety-Sensitive Functions. “Safety-Sensitive Functions” means all time from the time a
CDL employee begins to work or is required to be in readiness to work until the time he or she is relieved
from work and all responsibility for performing work. An employee is considered to be performing a
safety-sensitive function during any period in which he or she is actually performing, ready to perform, or
immediately available to perform any safety-sensitive functions and includes any of those on-duty
functions defined in 49 CFR 395.2. Safety-sensitive functions shall include all duties deemed safety-
sensitive under the DOT Regulations, including, but not limited to, the following:

(1) All time at City facility, or other property, or on any public property, waiting
to be dispatched, unless the driver has been relieved from duty by the City;

(2) All time inspecting equipment as required by 49 CFR 392.7 and 392.8 or
otherwise inspecting, servicing, or conditioning any commercial motor vehicle at any time;

3) All time spent at the driving controls of a commercial motor vehicle in
operation;

(4) All time, other than driving time, in or upon any commercial motor vehicle
except time spent resting in a sleeper berth (a berth conforming to the requirements of 49
CFR 393.76);

(5) All time loading or unloading a vehicle, supervising, or assisting in the

loading or unloading, attending a vehicle being loaded or unloaded, remaining in

readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or
unloaded; and

(6) All time repairing, obtaining assistance, or remaining in attendance upon a
disabled vehicle.

(p) Stand-Down. “Stand-Down” means the practice of temporarily removing an
employee from the performance of safety-sensitive functions based only on a report from a laboratory to
the MRO of a confirmed positive test for a drug or drug metabolite, and adulterated test, or a substituted
test, before the MRO has completed the verification of the test results. The City is prohibited from
standing down an employee, except consistent with a waiver from the FMCSA.

(@) Third Party Administrator (TPA). “Third Party Administrator” or “TPA” means a service
agent that provides or coordinates one or more drug and/or alcohol testing services to DOT-regulated
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employers. TPA'’s typically provide or coordinate the provision of a number of such services and perform
administrative tasks concerning the operation of the employers’ drug and alcohol testing programs.

14.050. Prohibitions.

The following conduct is prohibited under this policy in accordance with the prohibitions set forth
in 49 CFR 382, Subpart B:

(a) Alcohol Concentration. No driver shall report for duty or remain on duty requiring the
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater. No
employer having actual knowledge that a driver has an alcohol concentration of 0.04 or greater shall
permit the driver to perform or continue to perform safety-sensitive functions.

(b) On-Duty Use. No driver shall use alcohol while performing safety-sensitive
functions. No employer having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions shall permit the driver to perform or continue to perform safety-sensitive functions.

(© Pre-Duty Use. No driver shall perform safety-sensitive functions within four hours
after using alcohol. No employer having actual knowledge that a driver has used alcohol within four hours
shall permit a driver to perform or continue to perform safety-sensitive functions.

(d) Use Following an Accident. No driver required to take a post-accident alcohol test
under this policy and in accordance with 49 CFR 382.303 shall use alcohol for eight hours following the
accident, or until he or she undergoes a post-accident alcohol test, whichever occurs first.

(e) Refusal to Submit to Required Test. No driver shall refuse to submit to a post-
accident alcohol or controlled substances test required under this policy and in accordance with 49 CFR
382.303, a random alcohol or controlled substances test required under this policy in accordance with 49
CFR 382.305, a reasonable suspicion alcohol or controlled substances test required under this policy in
accordance with 49 CFR 382.307, or a follow-up alcohol or controlled substances test required under this
policy or 49 CFR 382.311. No employer shall permit a driver who refuses to submit to such tests to
perform or continue to perform safety-sensitive functions. Refusal to submit to a required test shall be
deemed a violation of this policy and shall result in disciplinary action, up to and including termination.

® Controlled Substances Use. No driver shall report for duty or remain on duty
requiring the performance of safety-sensitive functions when the driver uses any controlled substance,
except when the use is pursuant to the instructions of a licensed medical practitioner who has advised the
driver that the substance will not adversely affect the driver's ability to safely operate a commercial motor
vehicle. No employer having actual knowledge that a driver has used a controlled substance shall permit
the driver to perform or continue to perform a safety-sensitive function. The City may require a driver to
inform the City of any therapeutic drug use as more particularly provided in this policy.

(9) Controlled Substances Testing. No driver shall report for duty, remain on duty, or
perform a safety-sensitive function, if the driver tests positive or has adulterated or substituted a test
specimen for controlled substances. No employer having actual knowledge that a driver has tested
positive or has adulterated or substituted a test specimen for controlled substances shall permit the driver
to perform or continue to perform safety-sensitive functions.
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14.060. Zero-Tolerance.

If it is determined that a CDL employee violates any term, condition, or provision of this policy,
that employee shall be subject to disciplinary action, up to and including termination. Any disciplinary
action taken for violations of this policy shall comply with the disciplinary action procedures, as applicable,
set forth in Chapter 25 of these Policies and Procedures.

14.070. Voluntary Self-ldentification Program.

(a) Self-Identification Program. CDL employees of the City may voluntarily admit to alcohol
misuse or controlled substances use (“admission”) in accordance with the provisions of this Section
setting forth the City’s voluntary self-identification program. The provisions of this program are intended
to comply with the provisions and requirements of 49 CFR 382.121, as amended. Voluntary admissions
should be made to the employee’s supervisor or the Human Resources Manager. Employees having a
drug or alcohol problem are strongly encouraged to seek help.

(b) Prior to Selection or Violation. To qualify for the City’s voluntary self-identification
program, the CDL employee must make the admission of alcohol misuse or controlled substances use
prior to performing a safety-sensitive function (i.e., prior to reporting for duty) and prior to being selected
for testing under this policy (i.e., the admission cannot be made in order to avoid testing under the
requirements of this policy.

(c) No Adverse Action. The City shall not take any adverse action against a CDL employee
making a voluntary admission of alcohol misuse or controlled substances use in accordance with the
conditions and provisions of this Section.

(d) Evaluation and Treatment. A CDL employee who has made a voluntary admission of
alcohol misuse or controlled substances use in accordance with the terms and conditions of this Section
shall be given sufficient opportunity to seek evaluation, education, or treatment to establish control over
the employee’s drug or alcohol problem.

(e) Costs and Leave. The City will pay for the first visit to a drug and alcohol abuse
evaluation expert. All other costs of evaluation, treatment and rehabilitation shall be the employee’s
responsibility. The City will allow employees who seek voluntary assistance for alcohol and drug problems
under this program to first utilize their accrued sick leave and then their accrued annual leave for
rehabilitation. Leave without pay may be requested by the employee and will be considered on an
individual case basis. If the FMLA does not apply, an employee’s position may be held open for a
reasonable period of time up to a maximum of thirty (30) days for voluntary rehabilitation upon approval
by the City Manager.

)] Successful Completion. The CDL employee shall not perform any safety-sensitive
functions until and unless the employee has successfully completed an educational or treatment program,
as determined by a drug and alcohol abuse evaluation expert (i.e., an employee assistance professional,
substance abuse professional, or qualified drug and alcohol counselor). Employees returning to work
after treatment must first provide the City with a certification from a reputable substance abuse program
that the employee is sober and has successfully completed the treatment program. A licensed
professional medical practitioner that specializes in substance abuse must sign this certification.

(9) Return to Duty Testing. Prior to performing any safety-sensitive functions, the employee
shall undergo a return to duty test with a result indicating an alcohol concentration of less than 0.02
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and/or a return to duty-controlled substances test with a verified negative test result for controlled
substances use.

(h) Follow-Up Testing. The employee must also, as a condition of returning to work, agree to
follow-up rehabilitation drug and/or alcohol testing and sign a return-to-work agreement. Follow-up
rehabilitation testing will be required for a period of not less than six (6) months and not more than one (1)
year after completion of the employee’s substance abuse treatment program. The date and time of any
required follow-up rehabilitation drug and/or alcohol testing will be unannounced and conducted on a
random basis.

() Disclaimer. Voluntary notification and enroliment in a rehabilitation program shall only
prevent disciplinary action for previous drug or alcohol use that was unknown to the City and shall not
prevent the City from testing or taking disciplinary action against an employee who subsequently violates
this policy.

14.080. Prescription and Over-the-Counter Drugs.

Prescribed and over-the-counter drugs and the necessary instrumentalities of administration
brought on City premises may only be used by the person for whom they are prescribed and taken as
directed so long as the use of such drugs does not adversely affect the safety of the work environment or
significantly impede performance of essential job functions. There are various prescription and over-the-
counter drugs that may adversely affect the safety of the work environment. Examples include, but are
not limited to, pain relievers that contain opiates, and muscle relaxants. It is the employee’s responsibility
to be informed about the effects of prescription and over-the-counter drugs they are taking by reading the
information that accompanies the drug, including any information provided by the pharmacist, by
consulting with their physician, and by accessing and utilizing other sources of information available to the
employee, and acting accordingly. Any employee who chooses or is medically required to ingest
prescribed or over-the-counter medications that may adversely affect the safety of the work environment,
shall immediately notify his or her department head of the type of medication and time period over which
said medications will be taken. The department head will make a determination of any restrictions to be
placed on the employee after appropriate confidential consultation with the Human Resources Manager,
the City Attorney’s Office, and/or medical professionals. A written statement from the employee’s
physician may be required regarding whether the physician is of the opinion that the employee can safely
work or perform his or her job duties while taking the prescribed drug. Any employee who chooses or is
medically required to ingest a prescribed or over-the-counter medication outside of the workplace must
ensure that the impairing effects have ended prior to reporting for work. For purposes of this policy,
medications used as prescribed, which do not constitute a safety concern, shall not be considered a
violation of this policy. A positive medical marijuana test result even if recommended by a physician under
Utah law will be treated as a positive result as outlined in the remainder of this chapter, due to federal
regulations.

14.090. Testing Required.

In accordance with the provisions of this policy, all prospective and current CDL employees shall
be subject to controlled substances and alcohol testing as a condition of hiring and continued
employment with the City. Failure to comply with this policy may result in the City refusing to hire a
prospective CDL employee or disciplinary action being taken against current CDL employees, up to and
including termination. Specimens collected under this policy may only be used to test for controlled
substances and their metabolites as defined herein and shall not be used to conduct any other analysis or
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test unless otherwise specifically authorized by DOT Regulations. All testing shall be based on and under
the circumstances set forth in Section 14.100 regarding basis for testing.

14.100. Basis for Testing.

Prospective and current CDL employees shall be subject to testing for the presence of drugs and
alcohol by the City in accordance with the provisions of this policy as a condition of hiring and continued
employment with the City for any of the reasons or under the circumstances as more particularly set forth
herein: pre-employment testing, post-accident testing, random testing, reasonable suspicion testing,
return-to-duty testing, and follow-up testing. CDL employees shall also be subject to controlled
substances and alcohol testing when required by Federal law or regulations.

14.110. Pre-Employment Testing.

All prospective CDL employees shall undergo testing for controlled substances as a condition of
employment and prior to performing any safety-sensitive duties for the City. Pre-employment tests will be
conducted on prospective employees on their own time, meaning that prospective employees will not be
paid for the time they spend participating in pre-employment testing required by Syracuse City. All pre-
employment drug testing will be conducted at the third-party administrator’s facility and prospective
employees are responsible for their transportation to and from the collection facility. Refusal to consent to
a pre-employment drug test will terminate further action towards employment with the City. No
prospective CDL employee shall be permitted to perform safety-sensitive functions for the City until and
unless the City has received a pre-employment controlled substances test result from the MRO or TPA
indicating a verified negative test result for the employee. A controlled substance test may not be
required if the employee has participated in a drug testing program that meets the DOT Regulations
within the previous thirty (30) days and all other exception requirements as set forth in the DOT
Regulations are satisfied.

14.120. Post-Accident Testing.
€) Alcohol Testing.

(1) As soon as practicable following an occurrence involving a commercial motor
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for
alcohol under the following circumstances:

(A) The CDL employee was performing safety-sensitive functions with
respect to the vehicle and the accident involved the loss of human life; or

(B) The CDL employee received a citation within eight (8) hours of the
occurrence under State or local law for a moving traffic violation arising from the accident
and the accident involved bodily injury to any person who, as a result of the injury,
immediately received medical treatment away from the scene of the accident, or one or
more motor vehicles incurred disabling damage as a result of the accident, requiring the
motor vehicle to be transported away from the scene by a tow truck or other motor
vehicle.

(2) If an alcohol test required by this Section is not administered within two (2) hours
following the accident, the City shall prepare and maintain on file a record stating the reasons the
test was not promptly administered. If an alcohol test required by this Section is not administered

Syracuse City 99
Amended 9/2023

Personnel Policies and Procedures



SYRACUSE CITY
PERSONNEL POLICIES AND PROCEDURES

within eight (8) hours following the accident, the City shall cease attempts to administer the test
and shall prepare and maintain on file a record stating the reasons the test was not promptly
administered. Such records shall be submitted to the FMCSA, upon request.

(b) Controlled Substances Testing.

(1) As soon as practicable following an occurrence involving a commercial motor
vehicle operating on a public road in commerce, each surviving CDL employee shall be tested for
controlled substances under the following circumstances:

(A) The CDL employee was performing safety-sensitive functions with
respect to the vehicle and the accident involved the loss of human life; or

(B) The CDL employee received a citation within thirty-two (32) hours of the
occurrence under State or local law for a moving traffic violation arising from the accident
and the accident involved bodily injury to any person who, as a result of the injury,
immediately received medical treatment away from the scene of the accident, or one or
more motor vehicles incurred disabling damage as a result of the accident, requiring the
motor vehicle to be transported away from the scene by a tow truck or other motor
vehicle.

(2) If a controlled substances test required by this Section is not administered within
thirty-two (32) hours following the accident, the City shall cease attempts to administer the test
and shall prepare and maintain on file a record stating the reasons the test was not promptly
administered. Such records shall be submitted to the FMCSA, upon request.

(© Testing. An employee who is subject to post-accident testing shall remain readily
available for such testing or may be deemed by the City to have refused to submit to the testing. A driver
who is seriously injured and cannot be tested at the time of the accident should provide the necessary
authorization for obtaining hospital reports and other documents that would indicate whether there were
any drugs and/or alcohol in their system. Nothing in this Section shall be construed to require the delay
of necessary medical attention for injured people following an accident or to prohibit a driver from leaving
the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to
obtain necessary emergency medical care.

(d) Federal, State or Local Test Results. The results of a breath or blood test for the use of
alcohol or the results of a urine test for the use of controlled substances conducted by Federal, State, or
local law enforcement officials having independent authority to conduct such test shall be considered to
meet the requirements of this Section for post-accident testing, provided such tests conform to the
applicable Federal, State, and local alcohol or controlled substances testing requirements, as applicable,
and the results of such tests are obtained by the City.

(e) Exceptions. Post-accident testing shall not apply to the following situations:
(1) An occurrence involving only boarding or alighting from a stationary motor
vehicle; or
(2) An occurrence involving only the loading or unloading of cargo; or
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3) An occurrence in the course of the operation of a passenger car or a
multipurpose passenger vehicle by an employer unless the motor vehicle is transporting
passengers for hire or hazardous materials of a type and quantity that require the motor vehicle to
be marked or placarded in accordance with 49 CFR 177.823.

) Summary. The following table notes when a post-accident test is required to be
conducted in accordance with this Section:

Type of Accident Citation Issued to Driver? Must Test Be Performed?
Human fatality YES YES
NO YES
Bodily injury with immediate YES YES
medical treatment away from NO NO
scene
Disabling damage to any motor YES YES
vehicle requiring tow away NO NO

14.130. Random Testing.

(a) CDL Employees. Every CDL employee shall be required to submit to random alcohol
and controlled substances testing in accordance with the provisions of this Section. CDL employees
include, but are not limited to, the following positions:

e Fire Department

Battalion Chief

Deputy Fire Chief

Fire Captain

Fire Captain/Paramedic
Fire Engineer

Fire Engineer/Paramedic
Fire Fighter

Fire Fighter/Paramedic

O 0O O O O O O O

¢ Public Works Department

o Environmental Maintenance Worker
Environmental Superintendent
Streets Maintenance Worker
Streets Maintenance Crew Leader
Streets Superintendent
Water Maintenance Crew Leader
Water Maintenance Worker
Water Superintendent

O O O O O O O

(b) Testing Percentage Rates. According to current FMCSA standards, random controlled
substances testing will be administered at a fifty (50) percent annualized rate and random alcohol testing
will be conducted at a ten (10) percent annualized rate. This means that the total number of controlled
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substances tests conducted during any twelve (12) month period will be equal to at least fifty (50) percent
of the total Syracuse City DOT testing pool, and the total number of alcohol tests conducted during any
twelve (12) month period will be equal to at least ten (10) percent of the total Syracuse City DOT testing
pool. These rates are set by FMCSA Administration and shall be subject to change based on any
increase or decrease in the Federally required testing rate.

(c) Random Selection. Selection of CDL employees for random testing shall be made by a
scientifically valid method, such as a random number table or a computer-based random number,
generator that is matched with employee’s social security numbers, or other comparable identifying
numbers. Only covered CDL employees shall be included in the random testing pool. City CDL
employees may be part of a larger random testing pool of covered employees. Each CDL employee
selected for random testing under the selection process used shall have an equal chance of being testing
each time selections are made. Each CDL employee selected for random testing shall be tested during
the selection period. Selection for random testing will be done by the City’s third-party administrator in
order to ensure that selection is truly random and is uninfluenced by any personal characteristics,
behavior, or any other attribute.

(d) Unannounced. Random testing conducted under this Section shall be unannounced.
The dates for administering the random tests shall be spread reasonably throughout the calendar year.

(e) Testing. Each CDL employee notified of selection for random testing shall proceed to the
test site immediately; provided, if the employee is performing a safety-sensitive function other than driving
a motor vehicle, at the time of notification, the employee shall cease to perform safety-sensitive functions
and proceed to the testing site as soon as possible.

) Performing Functions. A driver shall only be tested for alcohol while the driver is
performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just
after the driver has ceased performing such functions.

14.140. Reasonable Suspicion Testing.

€) Reasonable Suspicion. CDL employees shall be subject to alcohol and/or controlled
substances testing when the City has reasonable suspicion to believe that the employee has violated the
prohibitions of this policy. A determination of reasonable suspicion shall be based on specific,
contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors
of the employee. Observation for reasonable suspicion may also include indications of the chronic and
withdrawal effects of controlled substances.

(b) Supervisor Training. The required observations for reasonable suspicion testing shall be
made by a supervisor or other City official who is trained in accordance with applicable DOT Regulations
regarding such testing. In an effort to ensure that supervisors are knowledgeable about the symptoms of
drug and/or alcohol use, training on symptom recognition will be held for all Syracuse City employees in
supervisory positions and only those persons who have attended the training will be qualified to require a
reasonable suspicion drug and/or alcohol test. Records regarding training attendance will be kept for a
minimum of three (3) years after the date of the training.

(c) Documentation. A written record shall be made of the observations leading to an alcohol
and/or controlled substances reasonable suspicion test by the employee’s supervisor or the person
requesting the reasonable suspicion testing using the City’s “Observed Behavior-Reasonable Cause
Record”. The form shall be signed by the supervisor or City official who made the observations. The
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form shall be filled out and the record made within 24 hours of the observed behavior or before the results
of the test are released, whichever is earlier. The City strongly urges supervisors to complete the form
before the employee is required to submit to testing in order to properly document the circumstances
leading up to the testing referral.

(d) Timing of Observations. Reasonable suspicion alcohol testing is authorized by this
Section only if the observations required in Subsection (a) are made during, just preceding, or just after
the period of the workday that the CDL employee is required to be in compliance with this policy. A CDL
employee may only be required to undergo reasonable suspicion testing while the employee is
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or
just after the employee has ceased performing such functions.

(e) Timing for Testing. If an alcohol test required by this Section is not administered within
two (2) hours following the determination under paragraph (a) of this Section, the supervisor shall prepare
and maintain on file a record stating the reasons the alcohol test was not promptly administered. If an
alcohol test required by this section is not administered within eight (8) hours following the determination
under paragraph (a) of this Section, the supervisor shall cease attempts to administer an alcohol test and
shall State in the record the reasons for not promptly administering the test.

) Transportation. In the event that reasonable suspicion drug and/or alcohol testing is
warranted, it is the responsibility of an agent of Syracuse City to transport the employee being tested to
and from the testing facility. In most cases, either the DER or the employee’s supervisor will be
responsible for transporting the employee.

(9) Refusal to Submit. If an employee refuses to submit to reasonable suspicion drug and/or
alcohol test or attempt to leave any Syracuse City premises and is impaired, in the opinion of a trained
supervisor, to the extent that he/she would present a danger to either him/herself or others, local law
enforcement should be contacted immediately by the supervisor.

(h) Prohibition. Notwithstanding the absence of a reasonable suspicion alcohol test under
this section, no driver shall report for duty or remain on duty requiring the performance of safety-sensitive
functions while the driver is under the influence of or impaired by alcohol, as shown by the behavioral,
speech, and performance indicators of alcohol misuse, nor shall an employer permit the driver to perform
or continue to perform safety-sensitive functions, until:

1) An alcohol test is administered and the driver's alcohol concentration
measures less than 0.02; or

(2) Twenty-four (24) hours have elapsed following the determination under
Subsection (a) of this Section that there is reasonable suspicion to believe that the driver has
violated the prohibitions in this part concerning the use of alcohol.

0] Action. Except as provided in Subsection (h) of this Section, the City shall not take
any action under this part against a driver based solely on the driver's behavior and appearance, with
respect to alcohol use, in the absence of an alcohol test. This does not prohibit the City with independent
authority of this part from taking any action otherwise consistent with law.
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14.150. Return-to-Duty Testing.

Any Syracuse City CDL employee whose initial breath alcohol content is between 0.02 — 0.039
grams per 210 liters of breath will be subject to return-to-duty breath alcohol testing before being
permitted to return to work. The return-to-duty test must be completed not less than the equivalent of one
full shift and not more than twenty-four (24) hours after the initial breath alcohol test. Return-to-duty
breath alcohol testing will be conducted at the facility of the designated third-party administrator. Refusal
to submit to return-to-duty breath alcohol testing will be considered a positive test result and will subject
the employee to disciplinary action as set forth in this policy. The requirements for return-to-duty testing
shall comply with and be performed in accordance with 49 CFR 40, Subpart O.

14.160. Follow-Up Testing.

The requirements for follow-up testing shall comply with and be performed in accordance with 49
CFR 40, Subpart O.

14.170. Testing Procedures.

€) Collection. All sample collection for drugs and alcohol testing under this policy shall
comply with the procedures set forth in the DOT Regulations, including, but not limited to, 49 CFR 40, as
amended. A licensed medical facility will conduct all DOT drug and alcohol screening.

(b) Samples. Alcohol testing will typically be done with an evidentiary breath testing device.

(c) Inadequate Samples. In the case of urine-based drug testing, a prospective employee
who fails to provide an adequate quantity of urine for testing according to the third party’s guidelines will
no longer be considered for employment. If an employee fails to provide an adequate quantity of urine,
the third-party administrator will notify the MRO to determine pertinent information concerning whether or
not the individual’s inability to provide a specimen is genuine or constitutes a refusal to test. Upon
completion of the examination, the MRO will report their conclusions to the Syracuse City DER in writing.
If the City or the collector has reasonable cause to believe that the donor of the sample has tampered
with their sample, a new sample will be immediately collected.

(d) Testing. Sample drug testing shall conform to scientifically accepted analytical methods
and procedures and shall be conducted in accordance with applicable DOT Regulations. All drug tests
will use a screening test (typically an immunoassay test) and confirmation test by gas
chromatography/mass spectrometry if the screening test is positive. Prospective and current DOT
employees have the option of requesting a split-sample test. The City has designated IHC as the City’s
third-party administrator to assist in setting up and administering the drug and alcohol testing program set
forth herein.

(e) Dilute Specimens. Specimens which the laboratory reports as dilute, meaning specific
gravity less than 1.003 and creatinine levels less than 20 mg/dL, may be considered invalid and the
employee/applicant will be required to give a second specimen. The second specimen will be considered
the final result.

Q) Invalid Specimens. If Syracuse City receives a test result that is determined to be invalid,
the employee will be immediately retested. The employee will be given no notification of the need to
retest. No action will be taken regarding the first test result and the results of the second test will be
considered final. A second “invalid” test result will be treated as a positive test result.
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(9) Time. Any drug or alcohol testing required by the City under this policy shall occur during
or immediately after the regular work period for current employees and shall be deemed work time for
purposes of compensation and benefits for current employees.

(h) Costs. Except as otherwise provided, the City shall pay all costs of sample collection and
testing required herein, including the cost of transporting current employees to the testing site if the
testing is conducted at a place other than the work site.

() Disclaimer. A physician/patient relationship is not created between a prospective or
current employee and the City or any person performing the test, solely by this policy and the procedures
set forth herein.

14.180. Results.

€) MRO. According to Federal regulations, all drug test results, will be referred to an
MRO to verify the test result. In the case of a positive, adulterated, substituted, or invalid test result, the
employee or prospective employee shall be so advised by the MRO by telephone on a confidential basis
prior to the reporting of the results to the designated employer representative. The employee shall have
the right to discuss and explain the results, including the right to advise the MRO of any prescription or
over-the-counter medication or other substance consumed which may have affected the results of the
test. The MRO shall also review the chain-of-custody documentation to ensure compliance with normal
chain-of-custody procedures. If the MRO can verify a legitimate explanation, the MRO would then
reverse the test result to negative and report it as negative to the employer. The MRO can report a non-
negative test to the employer, without interviewing the employee/applicant, if: (1) an individual has
expressly declined the opportunity to discuss the test result with the MRO; (2) the employer has
successfully made and documented a contact with the employee and instructed the employee to contact
the MRO and more than 72 hours have passed since the time the employer contacted the employee; or
(3) if neither the employer nor MRO, after making and documenting all reasonable efforts, has been able
to contact the employee within ten (10) days of the date on which the MRO receives the confirmed test
result from the laboratory. No MRO review will be done on positive breath or blood alcohol tests.

(b) DER Contact. If the MRO has been unable to contact an employee who has
submitted a specimen under this policy, the DER shall make reasonable efforts to contact and request
such employee, regardless of employment status, to contact and discuss the results of the controlled
substances test with the MRO. The DER shall immediately notify the MRO that the employee has been
notified to contact the MRO within 72 hours.

(© Confirmation. Before the results of any test required herein may be used as a basis for
action by the City, the positive test result shall be verified or confirmed using an acceptable and reliable
analytical method.

(d) Contesting. All verified non-negative samples will be kept in frozen storage at the
laboratory for a minimum of one (1) year. If an employee or applicant believes the laboratory analysis is
in error, they will have 72 hours from when first notified of the test result to request the re-analysis of the
original specimen that was verified as positive, adulterated, or substituted. The urine sample must be
independently re-analyzed by gas chromatography/mass spectrometry at a second SAMHSA-certified
laboratory at the expense of the employee/applicant. If the re-analysis is negative, an employee shall be
allowed to return to work immediately, shall be compensated for time lost, and shall be reimbursed for the
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cost of split specimen testing. Retesting will be on the original specimen and must be performed by a
SAMHSA-certified laboratory.

(e) Notification. The City shall notify prospective employees of the results of a pre-
employment-controlled substances test conducted under this policy if the prospective employee requests
such results within 60 calendar days of being notified of the disposition of the employment application.
The City shall notify an employee of the results of random, reasonable suspicion and post-accident tests
for controlled substances conducted under this policy if the test results are verified positive. The City shall
also inform the employee which controlled substance or substances were verified as positive.

14.190. DOT Required Action.

Pursuant to 49 CFR 40.23, the City is required to take the following action under the
circumstances described:

€) As an employer who receives a verified positive drug test result, you must
immediately remove the employee involved from performing safety-sensitive functions. You must take this
action upon receiving the initial report of the verified positive test result. Do not wait to receive the written
report or the result of a split specimen test.

(b) As an employer who receives a verified adulterated or substituted drug test result,
you must consider this a refusal to test and immediately remove the employee involved from performing
safety-sensitive functions. You must take this action on receiving the initial report of the verified
adulterated or substituted test result. Do not wait to receive the written report or the result of a split
specimen test.

(© As an employer who receives an alcohol test result of 0.04 or higher, you must
immediately remove the employee involved from performing safety-sensitive functions. If you receive an
alcohol test result of 0.02-0.039, you must temporarily remove the employee involved from performing
safety-sensitive functions, as provided in applicable DOT agency regulations. Do not wait to receive the
written report of the result of the test.

(d) As an employer, when an employee has a verified positive, adulterated, or
substituted test result, or has otherwise violated a DOT agency drug and alcohol regulation, you must not
return the employee to the performance of safety-sensitive functions until or unless the employee
successfully completes the return-to-duty process of Subpart O of this part.

(e) As an employer who receives a drug test result indicating that the employee's
specimen was dilute, take action as provided in Sec. 40.197.

)] As an employer who receives a drug test result indicating that the employee's
specimen was invalid and that a second collection must take place under direct observation:

(1) You must immediately direct the employee to provide a new specimen under direct
observation.

(2) You must not attach consequences to the finding that the test was invalid other than
collecting a new specimen under direct observation.

(3) You must not give any advance notice of this test requirement to the employee.
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(4) You must instruct the collector to note on the CCF the same reason (e.g., random
test, post-accident test) as for the original collection.

(9) As an employer who receives a cancelled test result when a negative result is
required (e.g., pre-employment, return-to-duty, or follow-up test), you must direct the employee to provide
another specimen immediately.

(h) As an employer, you may also be required to take additional actions required by
DOT agency regulations (e.g., FAA rules require some positive drug tests to be reported to the Federal
Air Surgeon).

() As an employer, you must not alter a drug or alcohol test result transmitted to you by
an MRO, BAT, or C/TPA.

14.200. Removal from Safety-Sensitive Functions.

€) Removal from Safety-Sensitive Functions. Except as provided in the DOT
Regulations, no CDL employee shall perform safety-sensitive functions, including driving a commercial
motor vehicle, if the employee has engaged in conduct prohibited by Section 14.050 or an alcohol or
controlled substances rule set forth in the DOT Regulations. The City shall not permit any CDL employee
to perform safety-sensitive functions, including driving a commercial motor vehicle, if the City has
determined that the employee has violated this Section. Employees found to have violated the provisions
of Section 14.050 shall be removed immediately from safety-sensitive functions in accordance with this
policy and the provisions of 49 CFR 40, Subpart O, as amended. As provided in the DOT Regulations,
the City may not remove an employee from the performance of safety-sensitive functions based solely on
a report from the laboratory of a confirmed positive test for controlled substances, an adulterated test, or
a substituted test, before the MRO has completed verification of the test (also known as “standing down”).

(b) Required Evaluation and Testing. No CDL employee who has engaged in conduct
prohibited by Section 14.050 shall perform safety-sensitive functions, including driving a commercial
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding
required evaluation and testing. The City shall not permit any CDL employee who has engaged in
conduct prohibited by Section 14.050 to perform safety-sensitive functions, including driving a commercial
motor vehicle, unless the employee has met the requirements of 49 CFR 40, Subpart O, regarding
required evaluation and testing.

(© Alcohol-Related Conduct. No CDL employee tested under the provisions of this
policy who is found to have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or
continue to perform safety-sensitive functions, including driving a commercial motor vehicle, nor shall the
City permit the driver to perform or continue to perform safety-sensitive functions, until the start of the
employee's next regularly scheduled duty period, but not less than 24 hours following administration of
the test. Except as provided herein, the City shall take any action under this part against an employee
based solely on test results showing an alcohol concentration less than 0.04. This does not prohibit the
City with authority independent of this Subsection from taking any action otherwise consistent with law.

14.210. Additional Action.

(a) Discipline. In an effort to ensure a drug-free workplace, Syracuse City is committed to a
zero-tolerance drug and/or alcohol policy for all DOT employees. This means that refusal to test, an
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MRO-verified positive, adulterated, or substituted drug test, or a positive alcohol (greater than 0.04 grams
per 210 liters of breath) test result, as reported by the third party administrator and/or MRO to the
Syracuse City DER, for any of the drug and/or alcohol testing programs listed above will result in the
disciplinary action against the employee, up to and including termination. Additional grounds for
disciplinary action may include failure to fully comply with collection procedures and reasonable collector
requests. All disciplinary action will be handled in accordance with the disciplinary procedures set forth in
these Policies and Procedures, as applicable.

(b) Refusal to Hire. A prospective employee/applicant who has a positive or non-negative
drug test result or refuses to submit to a drug test will not be further considered for employment.

(c) Alcohol Content. It is against Syracuse City policy for any DOT employee whose breath
alcohol content is between 0.02 — 0.039 grams per 210 liters of breath to operate any vehicle. An
employee with a breath alcohol content of 0.02 — 0.039 will be removed from duty for one shift or 24
hours, whichever is longer. No adverse employment action will be taken on the basis of initial breath
alcohol test results in the range of 0.02 — 0.039. Upon return to work the employee must have breath
alcohol content less than 0.02 grams per 210 liters of breath. Failure to meet these standards on a
follow-up breath alcohol screen will result in disciplinary action up to and including termination.

(d) Referral. Any DOT employee who has a positive drug and/or alcohol test result will be
immediately referred by the Syracuse City DER to the Employee Assistance Program (EAP), a licensed
substance abuse counselor (LSAC), or substance abuse professional (SAP). The expenses associated
with an initial, evaluative consultation with the LSAC or SAP will be paid for by Syracuse City. Additional
services beyond an initial evaluation provided to the employee by the LSAC or SAP will be at the expense
of the employee.

14.220. Records.

(@) Maintain. The City shall maintain records regarding alcohol and controlled substances
testing in accordance with DOT Regulations, including, but not limited to, 49 CFR 382.401, as amended.

(b) Controlled Access. All alcohol and controlled substances testing records shall be
maintained in a secure location with controlled access as more particularly set forth in Section 14.200.

(c) FMCSA Access. All records required by this policy shall be maintained in accordance
with 49 CFR 390.31 and must be made available for inspection at the City offices within 2 business days
after a request have been made by an authorized representative of the Federal Motor Carrier Safety
Administration.

(d) Employee Access. A CDL employee is entitled, upon written request, to obtain
copies of any records pertaining to the employee’s use of alcohol or controlled substances, including any
records pertaining to his or her alcohol or controlled substances tests. The City shall promptly provide the
records requested by the employee. Access to the employee’s own records shall not be contingent upon
payment for records other than those specifically requested.

(e) Subsequent Employers. Records shall be made available to a subsequent employer
upon receipt of a written request from the employee. Disclosure by the subsequent employer is permitted
only as expressly authorized by the terms of the employee's request.
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§) Identified Persons. The City shall release information regarding an employee’s
records as directed by the specific written consent of the employee authorizing release of the information
to an identified person. Release of such information by the person receiving the information is permitted
only in accordance with the terms of the employee's specific written consent as outlined in 49 CFR
40.321(b), as amended.

14.230. Confidentiality.

The use and disposition of all drug and alcohol testing results and records shall be considered
confidential and are subject to the limitations of the Utah Government Records Access and Management
Act and the Americans with Disabilities Act. In an effort to ensure that all drug and/or alcohol test results
remain confidential, the TPA and/or MRO for the Syracuse City drug testing program are only authorized
to release test results to the Syracuse City DER. After being received by Syracuse City, all drug and
alcohol test results will be stored in confidential employee files (established for all Syracuse City
employees) and will remain confidential to the extent required or allowed by law. The DER will determine
which person(s) within the City have a need-to-know which test results. Test and other records will be
maintained in a secure manner so that disclosure of confidential and/or medical information to
unauthorized persons does not occur. Test results may be released in legal proceedings where the
employee raises the issue of drug test (i.e., unemployment hearing, wrongful termination, etc.).

14.240.  Notification of Citation, Arrest, or Charge.

Any existing employee who is cited, arrested, or criminally charged in relation to violence,
drugs, alcohol, sexual offense, or for a felony offense must notify their supervisor or Human Resource
Manager, or designee, in writing prior to the start of their next shift after being cited, arrested, or charged.
Failure to notify may result in disciplinary action, up to and including termination. The employment status
of an employee who is cited, arrested, or criminally charged will be evaluated on a case-by-case basis
using the same factors outlined in Section 15.010 (h).

14.250. Americans with Disabilities Act (ADA).

Alcoholism is considered a disability under the ADA. Syracuse City will make reasonable
accommodations for current employees who suffer from alcoholism, including encouraging an employee
to participate in rehabilitation programs. However, Syracuse City will hold an alcoholic employee to the
same performance standards as other employees and will discipline an employee, up to an including
termination, if the employee’s alcohol use adversely affects the employee’s job performance or is
considered to be a safety hazard. An employee or prospective employee whose controlled substance or
alcohol (except as modified by the ADA) tests are confirmed and verified positive in accordance with the
provisions of this program shall not, by reason of those results alone, be defined as a person with a
“handicap” or “disability” for the purposes of Utah Code Annotated Chapter 35, Title 34 (Utah Anti-
Discriminatory Act) or the Federal Americans with Disabilities Act.

14.260. Amendments.

Syracuse City reserves the right to interpret, modify, and/or revise this policy in whole or in part.
Nothing in this policy is to be construed as an employment contract nor does this alter an employee’s
employment status with the City. This policy will be amended from time to time to comply with changes in
Federal and State laws. This policy is a general summary of Syracuse City’s Department of
Transportation (DOT) Drug-Free Workplace policy. If there is any question or conflict between what is
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said in the policy and the language in the DOT regulations as codified in 49 CFR parts 40 and 382, the
DOT regulations will prevail.

Syracuse City
Amended 9/2023 110

Personnel Policies and Procedures



SYRACUSE CITY
PERSONNEL POLICIES AND PROCEDURES

CHAPTER 15
EMPLOYEE TESTING AND EVALUATION

15.010. Background Investigations.
15.020. Medical Examinations.
15.030. Driving Record Evaluations.

15.010. Background Investigations.

(a) Purpose. Utah law allows for criminal and sex offender history background investigations
for employees and volunteers who: (1) provide services to children or vulnerable adults; (2) have fiduciary
trust over money; (3) who care for, have custody of, or control of children; or (4) when necessary to
safeguard national security. Due to the various types of employment positions within Syracuse City and
the numerous contacts employees have with our citizens and customers, which span the entire age
spectrum and include various security issues, it is Syracuse City’s policy that all new employees will be
subject to a background investigation prior to hiring. All ongoing volunteers working for the City who have
regular contact with youth or vulnerable adults or have unsupervised access to areas where private or
confidential information is kept will be subject to a background investigation as a condition of and prior to
being authorized to perform volunteer services for the City. In addition, employees identified in Section
(9) below and volunteers working in the public safety and recreation departments or working with youth
will be subject to annual criminal and sex offender investigations. The purpose of the background
investigation is to verify credentials, to ensure that each person hired by Syracuse City is an appropriate
fit for both Syracuse City and the position being offered, and to ensure that Syracuse City continues to
employ individuals who do not pose a threat to those with whom they work.

(b) Scope. This policy applies to all prospective employees and volunteers of Syracuse City
who are over eighteen (18) years of age. Successful completion of the background investigation process
is a condition of employment for any position with the City and for volunteer service involving public safety
and recreation departments as more particularly provided herein. A prospective employee who fails to
meet the standards outlined below will not be considered for employment or volunteer service.

(c) Pre-Employment Checks. Syracuse City will conduct a pre-employment background
investigation on all prospective employees and applicable volunteers over the age of eighteen (18). The
information verified will depend on the type of position being offered. All pre-employment background
investigations may include a social security trace, basic employment and education verification, and a
county criminal history search.

(d) DOT Employees. In the case of prospective DOT employees, employment verification
will include information regarding DOT drug and/or alcohol tests conducted by previous employers in
accordance with applicable DOT regulations. A DOT background investigation will also include
verification of the prospective employee’s driving record in accordance with applicable policies.

(e) Police Department Employees. Background investigations conducted on prospective
police department employees, excluding Crossing Guards, will include an extended employment
verification including information pertaining to the prospective employee’s previous job responsibilities,
disciplinary actions, performance, awards and/or certifications.

)] Promotions. Background investigations will be conducted on all employees who are
promoted.
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(9) Annual Background Investigations. Employees and volunteers who are over the age of
eighteen (18) and are working in the public safety, community development and parks & recreation
departments in positions listed in below shall be subject to an annual background investigation to gather
information pertaining to any criminal or sexually based convictions that may have occurred since hire or
since the date of the last annual background investigation. Because criminal convictions can relate to the
performance of job-related duties, the primary purpose of all annual background investigations conducted
for employees and volunteers working in the public safety and recreation departments is to ensure that
Syracuse City employees and volunteers who, in the course of their regular duties, may be required to
enter citizen’s homes or work with minors are held to the highest legal standards. If an annual
background investigation conducted on a current Syracuse City employee or volunteer indicates that an
employee or volunteer has been convicted of a criminal and/or sexual offense as listed in Subsection (h),
that individual shall be subject to disciplinary action up to and including termination or ineligibility for
volunteer service.

e  Community Development
o Building Inspector
o Building Official
o Code Enforcement Officer

¢ Fire Department:

Battalion Chief

Deputy Fire Chief

Fire Captain

Fire Captain/Paramedic
Fire Chief

Fire Engineer

Fire Engineer/Paramedic
Fire Fighter

Fire Fighter/Paramedic
Fire Marshal

Any Fire Department Volunteers

O 0O O O O OO O OO0 O0

e Police Department:
o Assistant Police Chief
Crossing Guard
Police Chief
Police Lieutenant
Police Officer
Police Sergeant
Any Police Department Volunteers

O O O O O O

o Parks & Recreation Department

o Assistant Parks & Recreation Director
Facilities Maintenance Technician
Parks & Recreation Director
Parks Maintenance Crew Leader
Parks Maintenance Worker
Recreation Program Coordinator

O O O O O
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o Recreation Manager
Site Supervisor
o Any Recreation Department Volunteers

O

(h) Procedures. In all cases, the individual being required to submit to a background
investigation will be required to sign a waiver allowing the designated third party to obtain the requested
information. This waiver, along with personal information about the prospective applicant or volunteer or
the current employee or volunteer and their previous education and employment (if applicable), will be
forwarded to the City’s designated third-party administrator. Background investigations required by
Syracuse City will be paid for by Syracuse City and will be conducted in accordance with all Federal and
State regulations relative to background investigations.

0) Results. The primary purpose of all pre-employment and volunteer service background
investigations is to verify the information provided by the applicant or volunteer, to ensure that each
person hired by or authorized to provide volunteer services for the City is an appropriate fit for both
Syracuse City and the position being offered, and to ensure that the City continues to employ or permit
volunteer services by individuals who do not pose a threat to those with whom they work or provide
services.

(1) Any discrepancy between information provided by the applicant and information
obtained through the pre-employment or volunteer service background investigation process will
be considered falsification and may end an applicant’s consideration for employment.

(2) If a pre-employment or volunteer service background investigation conducted on
a prospective employee or volunteer has any of the following discrepancies or criminal history,
that individual will not be considered for employment or volunteer service. This list is meant to
illustrate possible reasons for denial of employment or volunteer service related to the results of a
pre-employment or volunteer service background investigation and should not be construed as an
exhaustive list of possible reasons for denial of employment or volunteer service. Any other
information obtained from the background investigation process may result in the denial of
employment or volunteer service. For purposes of this policy, a plea in abeyance is considered a

conviction.
(A) Inability to verify and/or authenticate a provided social security number (if
applicable);
(B) Inability to verify that educational levels provided match the educational

requirements of the position being offered (if applicable);

© Any conviction for any crime against minors, seniors, or persons with a
disability;

(D) Any felony conviction involving violence;
(E) Any sexual offense conviction;

(F) A felony conviction for driving under the influence of alcohol/drugs (DUI)
or other drug or alcohol related driving offense within the past ten (10) years;

3) If a pre-employment or volunteer service background investigation conducted on
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a prospective employee or volunteer has any of the following discrepancies or criminal history, that
individual may or may not be considered for employment or volunteer services and will be evaluated on a
case-by-case basis. This list is meant to illustrate possible reasons for denial of employment or volunteer
service. Any other information obtained from the background investigation process may result in the
denial of employment or volunteer service.

(A) A misdemeanor conviction for driving under the influence of
alcohol/drugs (DUI) or other drug or alcohol related driving offense within the past ten
(10) years;

(B) Any criminal conviction within the last seven (7) years that is related to
violence, drugs and/or alcohol, or the commission of which, in the City’s opinion, is
indicative of conduct or character inconsistent with that of those entrusted to perform
public service, or until such convictions are eligible for expungement, whichever is longer.

()] Confidentiality. In an effort to ensure that all background investigation results remain
confidential, the third-party administrator for the Syracuse City background investigation program is only
authorized to release results to the Syracuse City Designated Employee Representative (DER). The
City’s DER is the Human Resources Manager. After being received by Syracuse City, all background
investigation results will be stored in confidential employee files (established for all Syracuse City
employees) or, in the case of applicants for whom employment was denied, with the prospective
employee’s employment application. All information obtained through the background investigation
process will remain confidential to the extent required or allowed by law. The DER will determine which
person(s) within the City have a need to know the results of the background investigation process.

(K) Maintenance and Release. Background investigation results and other records will be
maintained in a secure manner so that disclosure of confidential and/or medical information to
unauthorized persons does not occur. Background investigation results may be released in legal
proceedings (i.e., unemployment hearing, wrongful termination, etc.). Results can be released to persons
representing Syracuse City (i.e., attorneys, workers compensation insurance adjuster, etc.). Employees,
former employees, and prospective employees, can request copies of their background investigation
results by making a written request to the Syracuse City DER

0] Notification of Citation, Arrest or Charge. Any existing employee who is cited, arrested, or
criminally charged in relation to violence, drugs, alcohol, sexual offense, or for a felony offense must
notify their supervisor or Human Resource Manager, or designee, in writing prior to the start of their next
shift after being cited, arrested, or charged. Failure to notify may result in disciplinary action, up to and
including termination. The employment status of an employee who is cited, arrested, or criminally charged
will be evaluated on a case-by-case basis using the same factors outlined in Section 15.010 (h).
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15.020. Medical Examinations.

Applicants who have received a contingent offer of employment and current employees may be
required, as legally appropriate and as permitted under the Americans with Disabilities Act, to submit to
medical examinations. An applicant who has received a contingent job offer may be required to undergo
a medical examination to demonstrate ability to safely perform the essential functions of the position for
which the employee is being hired. Employment offers are contingent upon satisfactory completion of
such examinations. As a condition of continued employment, employees may be required to undergo
periodic job-related medical examinations in accordance with applicable legal restrictions and
requirements. All medical examinations required by the City shall be paid for by the City in accordance
with Utah Code Ann‘. ' 34-33-1, as amended. All records regarding medical examinations of applicants
and employees shall be maintained as classified in accordance with the Utah Government Records
Access and Management Act, as set forth in Utah Code Ann‘. ' 63-2-101, et seq., as amended.

15.030. Driving Record Evaluations.

Any prospective employee or volunteer who may be required to operate a City-owned vehicle or
personal vehicle on City business shall be required to submit to a pre-employment driving record
evaluation. Pre-employment driving record evaluations shall be conducted with the written consent of the
prospective employee. Failure to consent to a driving record evaluation, when required, will preclude
employment with the City. Driving record evaluations will be conducted using the information available
through the Utah Driver’s License Division. If the applicant does not currently have a Utah driver's
license, the driving record evaluation will be conducted using the information available through the City’s
insurance company.

As part of the driver qualification process all drivers or potential drivers’ Motor Vehicle Record (MVR) will
be screened and monitored on an ongoing basis to ensure the standard is met and maintained. Drivers
will be qualified as “Acceptable” or “Borderline”. Drivers qualified as “Borderline” may be authorized to
drive on a probationary basis as determined by the City Manager. Drivers or potential drivers whose
record does not meet the driver qualification standard and is deemed “Unacceptable” will not be allowed
to operate any City vehicle or personal vehicle while engaged in City business and may be subject to
disciplinary action up to and including termination or may not be considered eligible for employment with
the City.

All drivers must possess a valid Driver License. Required endorsements, if applicable, must also be
maintained. The driver qualification evaluation will be based on the driver's MVR and may also take into
account work related motor vehicle incidents, whether or not the incident has been recorded on the
driver's MVR. All violations recorded on the MVR within the last 5 years, whether they occurred on the job
or not, are included in the driver qualification evaluation.

“Acceptable” or “Borderline” qualification will be determined using the following point system. Any number
of violations or accidents in excess of the “Borderline” criteria constitutes a failure to meet the driver
gualification standard.

0-2 Points = Acceptable
3-4 Points = Borderline
5+ Points = Unacceptable

1 point per moving violations

Syracuse City
Amended 9/2023 115

Personnel Policies and Procedures



SYRACUSE CITY
PERSONNEL POLICIES AND PROCEDURES

1 point per at-fault accidents

3 points per DUI or DWI within the last two to five (2-5) years

3 points per careless, reckless, distracted, or impaired driving conviction

5 points per DUI or DWI within the last twenty-four (24) months

5 points per conviction for failure to stop or report an accident, making a false accident report, attempting
to allude a law enforcement officer, or any other conviction determined by the City Manager.

A single major violation recorded on the MVR, or resulting from a work-related incident, may be deemed
“Unacceptable” will not be allowed to operate any City vehicle or personal vehicle while engaged in City
business and may be subject to disciplinary action up to and including termination or may not be
considered eligible for employment with the City. Major violations include, but are not limited to:

e DUI or DWI in the previous twenty-four (24) months, or

e Failure to stop and/or report an accident, or

¢ Making a false accident report, or

e Attempting to elude a law enforcement officer, or

e Others as determined by the City Manager

It is the duty of the employee to notify his or her supervisor and the Human Resource Manager, or
designee, immediately if his or her driver’s license has expired, has been suspended, denied, or revoked,
or if the employee has committed driving under the influence (DUI) or other alcohol or drug related driving
offenses. An employee who has a CDL that has been cited for a driving violation (other than a parking
ticket) must notify their supervisor and the Human Resource Manager, or designee within five (5)
calendar days. Notification of any conviction must be in writing and include all information outlined in 49
CFR 383.31(c).
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CHAPTER 16
WORKPLACE SAFETY

16.010. General Policy.

16.020. Occupational Safety and Health Act.

16.030. Safe Environment.

16.040. Inspection of Workplace.

16.050. Safety Rules.

16.060. Use of Equipment and Tools.

16.070. Confined Space Entry.

16.080. Hazardous Communication.

16.090. Hazardous Energy Control (Lockout/Tagout).
16.100. Fire Safety and Evacuation Plan.

16.110. Department Specific Safety.

16.120. Accidents/Incidents and Work-Related Injuries.
16.130. Worker’s Compensation.

16.140. Bringing Children to Work.

16.150. Exposure to Blood-borne Pathogens.

16.160. Safety Incentive Program.

16.010. General Policy.

Syracuse City strives to provide a healthy and safe working environment. Safety is largely the
use of good judgment and careful work habits. If an employee is unsure how to perform a task safely, he
or she should ask his or her supervisor or department head for the correct method or procedure. Failure
to follow City safety rules as set forth in this Chapter or any other unsafe conduct constitutes misconduct
and shall be subject to disciplinary action, up to and including termination.

16.020. Occupational Safety and Health Act.

€) Compliance. ltis the intent of the City to comply with all applicable rules and regulations
pertaining to the Occupational Safety and Health Act (“OSHA”) as established under Federal Law and
Utah State Law. No job is so important and no service so urgent that time cannot be taken to perform
work safely. Syracuse City will post all required OSHA notices in conspicuous places (such as employee
bulletin boards or where similar notices are usually posted). Additional information relative to OSHA
requirements and safety standards can be obtained from the Human Resources Manager or applicable
State or Federal agency.

(b) Inspections. If an OSHA inspector arrives on the job site, an employee should
immediately notify the Human Resources Manager and City Manager and refer the inspector to such
personnel for any questions or inspections. If the inspection was due to an employee complaint, the
Human Resources Manager should request a copy of the complaint. This will help Syracuse City correct
any safety problems. Under no circumstances should the information received on an employee complaint
be used for disciplinary action toward an employee as this type of action is prohibited by law.

16.030. Safe Environment.

It is the policy of Syracuse City to maintain a work environment which is free from any
recognizable hazard that is likely to cause death or serious injury to any employee. It is the City’s policy
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to maintain a safe work environment through planning, training, and open communication with all
employees regarding safety matters. Each employee is required to comply with OSHA orders, rules, and
regulations and all safety provisions of these Policies and Procedures.

It is the employee’s responsibility to become familiar with their department specific safety policy and
procedures.

16.040. Inspection of Workplace.

In accordance with law, the City Manager and applicable Department Heads should inspect or
designate a competent person or persons to inspect the workplace frequently for unsafe conditions and
practices or defective equipment and materials. Where such conditions are found, appropriate action
should be taken to correct such conditions immediately. The City Manager, or designee, shall enforce
safety regulations and issue such rules as may be necessary to safeguard the health and lives of
employees and the public.

16.050. Safety Rules.

Each Department may prepare additional safety rules applicable to the specific nature of work
in such Department; provided, such rules are not in conflict with the rules listed below. Employees shall
comply with all Department rules and regulations and the following general safety rules applicable to all
Departments.

€) Proper licensing, training and extreme caution are required by all employees operating
any type of power equipment.

(b) Employees shall use all necessary personal and mechanical safety equipment
appropriate to the job, such as safety glasses, gloves, toe guards, back supports, and hard hats, if
required or appropriate for the work performed.

(c) Employees shall avoid wearing loose clothing and jewelry while working on or near
equipment and machines. Long hair shall be properly secured.

(d) All accidents shall be reported immediately to the supervisor or department head in
accordance with these Policies and Procedures.

(e) Employees shall immediately cease using and report any defective equipment to the
employee’s supervisor, department head or the Human Resources Manager.

) Employees shall not operate equipment or use tools for which licensing and training has
not been received.

(9) In all work situations, safeguards required by State and Federal Safety Orders shall be
provided and utilized.

(h) Due to the potential risk of serious injury or death, employees are prohibited from
entertaining or caring for guests or family members while on-duty or in or around the workplace.
Employees should use extreme caution and care when working in inherently dangerous work areas
including, but are not limited to:
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(1) Road repair;

(2) Construction areas;
3) Vehicle maintenance areas;
(4) Swimming pools; and
(5) Animal control.
0] Employees shall promptly report any hazardous or dangerous condition in the workplace

to their supervisor.
16.060. Use of Equipment and Tools.

€) The use of Syracuse City equipment or tools for private purposes is strictly prohibited
unless otherwise specifically provided herein.

(b) Employees shall be required to attend training provided by the City, including an
explanation of job hazards, safety procedures and training on all equipment, tools, etc., necessary for the
accomplishment of the employee’s job. Employees may attend additional training as approved by the
City.

(c) A commercial driver’s license (CDL) is required for operators of commercial motor
vehicles in accordance with applicable Federal laws and regulations. No individual shall be allowed to
operate such vehicles unless a current commercial driver’s license is in his or her possession in
accordance with applicable Federal laws and regulations. Employees must renew their commercial
driver’s license as required by applicable Federal laws and regulations. CDL employees shall also be
subject to drug and alcohol testing and ongoing driver’s license evaluations as more particularly provided
in these Policies and Procedures.

16.070. Confined Space Entry.

Syracuse City has a written confined space entry policy for situations and work conditions
requiring confined space entry in accordance with applicable Federal laws and regulations. This is part of
the Syracuse City Safety Handbook. All employees who work or may potentially work in or near a
confined space shall comply with the requirements stated in the Safety Handbook related with confined
space.

16.080. Hazardous Communication.

Syracuse City has a written Hazardous Communication policy in compliance with Utah’s Right-
to-understand law as well as the Globally Harmonized System of classification and labeling of chemicals.
All employees shall comply with the requirements stated in the Safety Handbook related with hazardous
communication.

16.090. Hazardous Energy Control (Lockout/Tagout).

Syracuse City has a written Hazardous Energy Control policy in compliance with the OSHA-
mandated requirements for controlling hazardous energy sources at Syracuse City during the servicing,
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testing, and/or maintenance of machines and energized equipment. This policy details the locking-out and
tagging-out of hazardous energy sources in order to protect the safety and health of maintenance workers
and employees. Workers and employees could be injured or killed in the event of the unexpected start-up
of machines or equipment or during the release of stored energy. All employees shall comply with the
requirements stated in the Safety Handbook related with hazardous energy control.

16.100. Fire Safety & Evacuation Plan.

Each Syracuse City Facility has a fire alarm system that will be utilized to notify the occupants
of a fire emergency. The fire alarm contains manual hand pulls and smoke detectors to initiate an alarm.
When the alarm sounds a 3-pulse audible sound accompanied by strobe lights will notify occupants of an
alarm. 9-1-1 must be contacted to ensure the fire has been reported. Each Department Head is required
to designate an emergency assembly point for their department and shall notify all employees in their
department, the Human Resource Manager, and the City Manager of such location.

If you discover a fire:

a) Sound the fire alarm by pulling the closest manual hand pull

b) Verbally notify those around you of a fire as you move towards the exit.

C) Isolate the fire by closing doors as you exit the building.

d) When capable, help the residents and others evacuate the building

e) Evacuate the building and call 9-1-1 to report the fire as soon as plausible

f) Report to the emergency assembly point that has been designated by your Department Head.

If you hear or see the fire alarm, evacuate the building and call 9-1-1.

Syracuse City will have emergency evacuation drills on occasion. The drills will be posted and
noticed for employees and residents to be made aware of the drill. It is mandatory that all occupants and
employees participate. Upon completion of the drill, the Department Head will notify employees and
residents when they may re-enter the building. Employees shall notify their Department Head of flaws in
the drill. Department Heads will be responsible for ensuring changes to the plan are revised when
needed. Department heads will also be responsible for ensuring new employees are notified of the
emergency evacuation plan and the assembly point for their department.

16.110. Department Specific Safety.

Other safety policies that are specific to duties performed in a department are also included in
the Safety Handbook. These may include fall protection, forklift operation, etc. Additional safety measures
may be in the form of Standard Operating Procedures (SOP) or Standard Operation Guidelines (SOG) for
each department specifically. SOPs/SOGs are not considered a part of the Safety Handbook, but
employees in that department are expected to know and understand all safety policies, practices,
operations, and guidelines for the duties that they are required to perform.

16.120. Accidents/Incidents and Work-Related Injuries.

€) Initial Reporting. To the extent circumstances permit, employees who are injured, no
matter how minor, or involved in a post-accident/incident while on-duty in connection with employment, or
in connection with Syracuse City vehicles must immediately notify their supervisor or department head of
the injury/incident. The supervisor or department head should ensure prompt and qualified medical
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attention is provided for the employee. The supervisor or department head should notify the Human
Resources Manager as soon as possible of the reported injury/incident.

(b) Medical Attention. To the extent circumstances permit, an employee who sustains a
work-related injury shall be driven by the supervisor, another employee, or emergency personnel to one
of the following medical facilities for any necessary medical attention:

(1) Layton WorkMed (during business hours 8AM-5PM) and drug and alcohol
screening must be done; or

(2) Layton Parkway InstaCare: 201 Layton Pkwy #1A, Layton (after business hours
5PM-Midnight, Mon.-Sun.) and supervisor shall call the after-hours WorkMed Phone (801-
387-8378) for drug and alcohol screening to be done; or

(3) Layton Hospital Emergency Room 201 Layton Pkwy, Layton (after hours) and
supervisor shall call the after-hours WorkMed Phone (801-387-8378) for drug and alcohol
screening to be done; or

(4) If life threatening, call 911.

(c) Drug & Alcohol Screening. An employee who is involved in a work-related accident
involving the following are required to submit to post-accident drug and alcohol testing:

(1) A vehicle in motion operated by a city employee.

(2) Any accident or incident of such a nature that there is a reasonable possibility
that impairment due to drug or alcohol use could be a contributing factor, for the
following incidents:

(a) Injury to any person requiring medical treatment by a healthcare provider; or
(b) Property damage, other than to city vehicles, anticipated to exceed $1,000.

(3) Off-duty employees involved in a motor vehicle accident involving a Syracuse
City vehicle will also be subject to post-accident drug and alcohol testing as
directed above.

a. Procedure.

i. Post-accident drug tests must be conducted within 32 hours
of the accident and/or incident. Post-accident alcohol tests
should be conducted within two (2) hours of the accident and
not later than eight (8) hours after the accident. If these time
limits have passed, the City should cease attempts to collect
the sample.

ii. Inthe event that post-accident drug and alcohol testing is
warranted, it is the employee’s supervisor’s responsibility or
an agent of Syracuse City or emergency personnel to
transport the employee being tested to and from the testing
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facility. In most cases, it is the employee’s supervisor’s
responsibility to ensure the employee is transported. The
testing facility to use during business hours (8AM-5PM) is
the Layton WorkMed. If the accident occurred after business
hours the supervisor shall call the after-hours WorkMed
phone (801-387-8378) for drug and alcohol testing to be
done.

iii. Any employee who is required to submit to post-accident
drug and alcohol testing will be removed from any safety
sensitive functions and placed on alternative duty, as
necessary, or placed on paid administrative leave until the
results of the drug and alcohol tests can be verified. If the
test results are negative, the employee will be able to return
to work upon receipt of the test results. If the test results are
positive or non-negative, the employee will be subject to
termination as provided herein.

iv. Inthe eventthat an employee is released to full duty by the
medical provider or did not suffer any injury and it is
imperative for the employee to return to regular duty
immediately, the employee’s Department Head may approve
for rapid drug screen to be done. Both the rapid drug screen
and regular 9-panel plus narcotics drug screen must be
done. After receiving a negative rapid drug screen, the
employee may return to regular full duty while waiting for the
results of the full panel drug screen.

(d) Claims. Claims for work-related injuries, including doctor or hospital bills, should not be
submitted to the employee’s regular health insurance plan. The Human Resource Manager will file a
claim with Syracuse City’s worker’'s compensation carrier.

(e) Documentation. Documentation of all work-related injuries shall be filled out and
submitted as soon as reasonably practical following the injury. It is essential that all injuries be reported
to the Human Resources Manager in order to ensure that the proper documentation is filled out in a
timely manner. The following forms shall be filled out by the employee, to the extent practicable under
the circumstances, or the Human Resources Manager if the employee is unable to fill out the forms.

(1) Injury/Incident Report form must be filled out. A separate form must be filled out
by the employee, any withesses, and the immediate supervisor. See form in Appendix I.

(2) Form 122. Form 122 must be filled out by the Human Resource Manager, or
designee, and is submitted to the insurance carrier online while submitting the claim within seven
(7) days of the date of injury. A copy of this document will be kept in the injury/illness file for each
incident.

3) OSHA First Report of Injury. An OSHA First Report of Injury Form must be filled
out by Human Resource Manager, or designee, and filed within seven (7) days after first
knowledge or notification of an injury or occupational disease resulting in medical treatment, loss
of consciousness, loss of work, restriction of work, or transfer to another job if the illness and/or
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injury required more than minor first-aid. The original reporting form will be kept in OSHA 300
Log file that will be created for each incident.

® The Human Resources Manager, or designee, shall investigate reported job-related
injuries to determine the cause of the injury and any remediation or safety measures that may be taken to
avoid similar injuries.

(9) The Human Resource Manager, or designee, shall file a report with OSHA within eight
(8) hours of occurrence of all fatalities, disabling, significant, and serious injuries or illnesses to
employees. “Disabling and serious” includes, but is not limited to any injury or illness resulting in
immediate admittance to the hospital, permanent or temporary impairment where part of the body is
made functionally useless or is substantially reduced in efficiency and which would require treatment by a
medical doctor, such as amputation, fracture, deep cuts, severe burns, electric shock, sight impairment,
loss of consciousness, and concussions; illnesses that could shorten life or significantly reduce physical
or mental efficiency inhibiting the normal function of a part of the body, such as cancer, silicosis,
asbestosis, hearing impairment and visual impairment.

(h) Return to Service. Before returning to work after a job-related injury requiring medical
care, the employee must submit a statement from the attending physician stating the employee is able to
return to work and resume normal duties of the employee’s particular job position or that outlines what
restrictions the employee has. The City will accommodate restricted duty jobs for workers injured on the
job. The Human Resource Manager, or designee, will work with the Supervisor of the employee to design
a work strategy that meets the injured employee’s restrictions and accomplishes Syracuse City’s goals.
Failure to return to work when able to do so may result in disciplinary action, up to and including
termination.

0] Checklist. See Appendix J for a checklist to help employees and supervisors remember
steps.

16.130. Workers’ Compensation.

Eligible employees may be covered under the Workers’ Compensation Act as set forth in Utah
Code Ann. 8§88 34A-2-101, et seq., as amended, for any injury sustained during the performance of their
job. When an injury occurs in the-line-of duty and results in more than three (3) days away from work,
Workers’ Compensation wage benefits will be paid to the employee. The employee will:

(a) Receive two-thirds of their salary (tax-exempt) from the city’s Workers’ Compensation carrier;
and

(b) Be allowed, upon request to Department Head, to receive up to ten percent (10%) of the
employee’s wages/salary by using any leave balances available.

Workers’ Compensation leave shall run concurrently with Family Medical Leave (FMLA). If the employee
is not able to return to work after his or her FMLA leave is exhausted, the paid and unpaid leave policies
shall be followed. For days away from work that is leave without pay, the employee will not accrue leave
for the corresponding pay periods.

16.140. Bringing Children to Work.

The City does not have a childcare program at this time. Due to safety and productivity issues,
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employees are not permitted to bring their children to work with them. This provision does not apply to
City-approved organized programs intended to provide children an opportunity to observe the workplace
or career opportunities or other educational fieldtrips and tours of the City offices. Limited exception may
be made on a case-by-case basis by the Department Head or City Manager.

16.150. Exposure to Blood-borne Pathogens.
(a) Definitions:
The following terms are defined for purposes of this section:

(1) Exposure: Contact with blood or bodily fluids that contain blood or have the potential
to be infectious, when that contact includes a member’s eye, mouth, nose, broken or
non-intact skin, or a needlestick or sharp puncture from an object that may have been
used to contact the blood or bodily fluids of another which are capable of transmitting
blood-borne pathogens.

(2) Body Fluids Capable of Transmitting Blood-borne Pathogens: Blood, amniotic fluid,
pericardial fluid, cerebrospinal fluid, vaginal/cervical secretions, peritoneal fluid,
synovial fluid, semen, breast milk, or another fluid contaminated with blood. This
does not include the following, unless blood or another fluid capable of transmitting is
present or mixed with them: feces, mucus, saliva, tears, sweat, urine, or vomit.

(b) Precautions. Employees should take all reasonable measures to avoid exposure to body
fluids known to transmit blood-borne pathogens. In work assignments that carry an increased
risk of exposure, employees are expected to use good judgment and follow training and
procedure related to mitigating the risks associated with potential exposures. This will include:

(1) stocking gloves, antiseptic hand cleanser, and CPR masks in locations readily
accessible to the employee;

(2) Washing hands immediately or as soon as feasible after removal of any gloves or
PPE;

(3) Thoroughly washing any part of the body that has had contact with suspect fluids;

(4) Treating all human blood and bodily fluids/tissue as if it is known to be infectious for
blood-borne pathogens;

(5) Using an appropriate barrier device when providing CPR;

(6) Disposing of or decontaminating equipment as soon as possible after the equipment
has been in contact with suspect fluids;

(7) Cautiously handling all sharps and other items that cut or puncture (such as needles,
broken glass, razors, or knives), per department policy;

(8) Avoiding eating, drinking, applying cosmetics or lip balm, or handling contact lenses
where there is a reasonable likelihood of exposure; and

(9) Disposing of biohazardous waste appropriately, per department policy.
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(c) Immunizations & Screening. Employees for whom it is reasonable to anticipate an exposure
to Hep A & B due to their job assignments may receive the Hep A & B vaccine and any routine
booster at no cost to the Employee. The Employee is responsible for completing the Hep A & B
series once deemed necessary. Employees may also be screened for tuberculosis pursuant to
the guidelines established by Utah OSHA.

(d) Post-Exposure Procedures. Employees who experience an exposure to body fluids capable
of transmitting blood-borne pathogens shall:

(1) Begin decontamination procedures immediately (wash hands or other skin making
contact with soap and water, flushing mucous membranes with water);

(2) Obtain medical attention as appropriate, as described in Section 16.120(b) of this
Policy, within 2 hours if possible, specifically seeking the following tests:

(i) HIV Ab;
(i) HBsAg;
(iif) HBsAb; and
(iv) Hep C Ab; and
(3) Notify a supervisor as soon as possible.

(e) Supervisor Report. Supervisors shall investigate and report every exposure or suspected
exposure that occurs, as soon as possible after the incident. The report shall include the
following:

(1) Name and social security number of the employee exposed;
(2) Date and time of incident;
(3) Location of incident;

(4) Potentially infectious material involved and source of exposure (including identity of
source, if known);

(5) Work being done during exposure;

(6) How incident occurred or was caused;

(7) PPE in use at the time of the incident; and

(8) Actions taken post-event (clean-up, notifications, etc.).

(f) Source Testing. Source testing should be sought from the individual who generated the body
fluid capable of transmitting blood-borne pathogens. This should be sought, in the following
order:

(1) Obtaining a blood sample from the individual with the individual's consent;
(2) Requesting testing through the Davis County Health Department; or
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(3) Seeking a warrant or court order pursuant to Utah Code 78B-8-402.
Source testing should include, at the minimum: HIV Ab, HBsAg, and Hep C Ab.

(g) Test Results. All medical test results, including those collected from the source of an
exposure, shall be designated as private records under Utah law, and shall be held in confidence
from the public.

16.160. Safety Incentive Program.

The safety of both our employees and the public is an important part of our jobs. However, when
it comes time to complete work, it is sometimes overlooked. Other times, injuries are not reported in a
timely fashion, resulting in continued risk to employees. This policy encourages timely reporting of
injuries, and rewards safe behavior and problem-solving. The main objective is to improve the safety of all
concerned. Participation in the Syracuse City Safety Incentive Program, “Lunch On Us”, is available to all
Full-Time and Part-Time employees. Employees are eligible to redeem accrued points for a free meal as
outlined in the program, which can be found on the intranet on our website.
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CHAPTER 17
DISASTER RESPONSE PLANNING

17.010. General Policy.

17.020. Employee Disaster Notification.

17.030. Natural Disaster/Man-Made Disaster Response Plan.
17.040. Suspicious Person or Assailant Threats.

17.050. Telephone Bomb Threats.

17.060. Mail, Letter, and Package Bomb Threats.

17.070. Suspicious Article Threats.

17.010. General Policy.

Syracuse City has developed the following Disaster Response Plan using, in part, a Disaster
Response Planning Guide. All employees will be expected to adhere to this Disaster Response Plan to
the maximum extent possible and practicable.

17.020. Employee Disaster Notification.

Supervisors are responsible for notifying all City employees of the disaster response action to be
taken in the event of a disaster or pending disaster to the extent possible.

17.030. Natural Disaster/Man-Made Disaster Response Plan.
Following a natural disaster, the following action shall be taken:

€) Employees already at work will assess the disaster and take whatever evasive action is
deemed necessary within the law to protect themselves, their fellow employees, and the
public in general. As soon as practical the employee shall notify his/her supervisor of his/her
status and whereabouts.

(b) Employees will be allowed to contact and/or secure their families and homes as soon as
practical to ensure their family status and security.

(c) Employees will report to their immediate supervisor, or the next level supervisor, as soon
as practical and await instructions as indicated in the Emergency Operation Plan.

(d) All Syracuse City vehicles, equipment, tools, and office items, including telephones and
computers, will be used only as directed by an employee’s supervisor during an emergency
situation.

(e) Employees not at work will contact their supervisor or department head as soon as
practical for further instructions.

17.040. Suspicious Person or Assailant Threats.

(a) Syracuse City has developed the following procedures to be followed in the event that a
suspicious person or assailant is in the area:
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(1) Employees will contact a supervisor and other co-workers through any means to
alert them of a threatening situation.

(2) In the presence of an active assailant employees will take the following action:
Get Out!

Hide!

Fight!

Employees shall assist one another as practical

(b) Employees shall notify law enforcement as soon as possible. Features and physical
characteristics that employees can remember about suspicious persons or assailants will greatly help
local law enforcement officials in the apprehension of suspects.

17.050. Telephone Bomb Threats.

€) An employee receiving a telephone bomb threat should be calm and courteous to the
caller. The employee should notify his or her supervisor, or any other employee in the area, through any
means to alert them of the situation while the caller is on the line. While on the phone the employee will
communicate with the supervisor or other employee by using or passing notes, email, and/or other means
of communication.

(b) Employees shall notify law enforcement as soon as possible. Syracuse City has
developed a Bomb Threat Checklist for employees to use. Voice characteristics, background noises, and
bomb threat details that employees can remember about suspicious persons or assailants will greatly
help local law enforcement officials in the apprehension of suspects. See the checklist in Appendix K.

17.060. Mail, Letter and Package Bomb Threats.

€) Employees receiving mail at work should visually assess the letter or package and
inform his or her supervisor or the City Manager of anything unusual.

(b) Employees shall notify law enforcement as soon as possible. Features and physical
characteristics or other details that employees can remember about suspicious persons or assailants will
greatly help local law enforcement officials in the apprehension of suspects.

17.070.  Suspicious Article Threats.

Employees should report all suspicious articles to his or her supervisor or the City Manager.
Do not touch, pick up, shake, or attempt to move, any articles of a suspicious nature. Employees shall
notify law enforcement as soon as possible.
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CHAPTER 18
TUITION AID

18.010. Purpose.
18.020. Funds.
18.030. Eligibility.
18.040. Standards.
18.050. Procedure.
18.060. Limitations.
18.070. Compliance.
18.080. Records.

18.010. Purpose.

It is the purpose of this Chapter to provide educational assistance in the form of Tuition Aid to
eligible employees for course work taken at an accredited or approved institution, when funds are
available, in order to enhance the abilities of the City work force. It is the intent of this Chapter to benefit
the individual and to benefit the City through the utilization of the employee's newly acquired skills and
knowledge. This Chapter and the Tuition Aid provided herein is not intended to train employees for
opportunities with other employers or to provide reimbursement for seminars and professional training.

18.020. Funds.

The City shall allocate in its annual budget funds deemed appropriate for Tuition Aid. All
Tuition Aid shall be contingent upon sufficient funds allocated by the City.

18.030.  Eligibility.

In order to be eligible for Tuition Aid, employees must be full-time employees of the City in
good standing and must have completed their probationary period of employment with the City.

18.040. Standards.

€) Job Related. All classes, courses, or degrees must be pre-approved by the City and
must be reasonably related to the employee's present job or determined by the City to be related to the
employee's probable future work with the City. In determining whether the course work is "job related,”
the City shall consider the knowledge, skills, and abilities required by the employee's current job
description.

(b) Accredited Institution. Course work must be offered at a college, university, or accredited
educational institution or other institution approved by the City Manager.

(c) Credit. Course work must be taken for credit and completed. No reimbursement shall be
made for audits, incomplete, or withdrawals.

(d) Time. Course work must be taken on the employee's own unpaid time. Exceptions may
be approved by the City Manager based upon a written statement of the department head that unusual
circumstances exist.
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(e) Job Performance. An employee's outside educational activities should not interfere with
the employee's work and the employee's job performance must remain satisfactory. Unsatisfactory job
performance during enrollment may result in denial or forfeiture of education assistance in addition to
disciplinary action.

) Repayment. Eligible employees must sign a Tuition Aid Repayment Agreement agreeing
to repay the City in full for any Tuition Aid in the event the employee voluntarily leaves employment with
the City or is terminated for reasons other than reduction in force or job elimination in accordance with the
limitations set forth in Section 18.060. Eligible employees shall also agree that the total refund required to
be made to the City hereunder may be deducted from the employee's final paycheck from the City.

18.050. Procedure.

€) Application. Any eligible employee desiring to obtain Tuition Aid shall file a Tuition Aid
Application with his or her department head. The Tuition Aid Application shall be filed prior to the
commencement of the course. See Appendix L.

(b) Review. The employee's department head shall review the Tuition Aid Application based
upon the standards set forth in this Chapter including review of the employee's eligibility for assistance.
The department head shall thereafter recommend approval or denial of the Tuition Aid Application to the
City Manager. The City Manager, or designee, shall review the Tuition Aid Application based upon the
standards set forth herein, verify available funds for the request and approve or deny the Tuition Aid
Application. Tuition Aid requests by the City Manager shall be forwarded to the City Council for review
and approval in accordance with the provisions of this Chapter. In such instances of City Council review,
any references herein to City Manager shall refer to the City Council.

(© Reimbursement. Upon satisfactory completion of the approved course work, a portion of
the employee's tuition expenses, fees and books may be reimbursed to the employee as follows:

(1) 90% for an "A" grade (or "pass" if course is only offered as Pass/Fail)
(2) 75% for a "B" grade
3) 60% for a "C" grade
(4) 0% for lower than a "C" grade
(d) Transcript and Receipt. Prior to reimbursement, the employee must submit to the City
Manager, or designee, a certified transcript of grade or certificate of completion of the course work and
receipts for the actual tuition, fees and book expenses incurred.
18.060. Limitations.
€) Funds. All Tuition Aid is contingent upon sufficient funds available in the City and/or
department budget and shall be distributed on a first-come basis as determined by the date of final

approval of the Tuition Aid Application by the City Manager, or designee.

(b) Annual Maximum. Eligible employees are limited to a maximum reimbursement of
$2,000.00 per employee during any fiscal year (July 15t to June 30%) for tuition, fees, and books.
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(c) Other Sources. Reimbursement is limited by the amount of financial aid the employee
receives from other sources such as grants or scholarships; i.e., the employee is only eligible for
reimbursement from the City for the appropriate percentage of the employee's total out-of-pocket costs
after the grant or scholarship has been deducted.

(d) Repayment. Employees who voluntarily leave employment with the City or are
terminated for reasons other than reduction in force or job elimination shall be required to repay the City
in full for any Tuition Aid received from the City within one (1) year prior to the date of termination.
Employees who are terminated during enrollment because of a reduction in force or job elimination will be
reimbursed for the amount of the approved costs incurred up to the effective date of termination.

18.070. Compliance.

Failure to comply with this Chapter will result in disapproval of Tuition Aid Application and/or
nonpayment of the reimbursement as determined appropriate in the sole discretion of the City Manager.
Failure to comply may also result in disciplinary action, up to and including termination.

18.080. Records.

A copy of Tuition Aid records shall be retained by the City in accordance with the
Government Records Access and Management Act, as set forth in Utah Code Ann. §8 63-2-101, et seq.,
as amended.
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CHAPTER 19
TRAVEL, CREDIT CARD, AND REIMBURSABLE EXPENSES

19.010. Travel Costs.

19.020. Credit Card Expenses.

19.030. Fuel Card Expenses.

19.040. Vacation/Sick Leave Cash Out for Emergency Preparedness.
19.050. General Expenses.

19.010. Travel Costs.

€) Purpose. City employees may be permitted or required to attend seminars, meetings,
conferences, and workshops when it is anticipated that the training and information received by the officer
or employee at such events will benefit the City. It is the purpose of this policy to provide reasonable and
systematic means by which attendance and travel to such events will be approved and the cost estimated
and controlled for economic, budgetary, and auditing purposes. It is the intent of this policy to provide
adequate controls over travel expenditures and to maintain accountability for such expenditures while
allowing for flexibility.

(b) Budget. The City shall allocate in its annual budget funds deemed appropriate for travel
expenditures. Each department head shall be responsible for keeping travel expenditures within his or her
respective approved department travel budget.

(c) Eligibility. For purposes of this policy, "travel" shall be considered any in-state or
out-of-state trip taken by a City employee in the course of performing his or her duties, including trips to or
attendance at seminars, meetings, conferences, and workshops. All travel expenditures must be
pre-approved by the City as set forth herein. All travel expenditures must be anticipated to serve a bona
fide public purpose and confer a benefit upon the City.

(d) Procedures.

(1) Requests for Travel. An employee shall request approval from his or her
department head, stating the purpose, details, and estimated expenses of the travel at least two
(2) weeks prior to the desired date of departure. Requests for travel by department heads shall
be submitted to the City Manager and shall note the name of the person to be in charge of the
department during the department head's absence.

(2) Review. The employee's department head shall review the travel request and
approve or deny the request based upon the department's approved travel budget. The City
Manager may approve or deny the travel request of any department head.

3) Advancements. Upon the request of the employee and timely submission of the
Travel Application, approved travel expenses may be advanced up to one (1) week prior to the
travel dates.

4) Receipts. The traveling employee shall keep all original receipts for
miscellaneous expenses. The traveling employee does not need to keep receipts for expenses
paid for by per diem (food and mileage).
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(5) Documents. An approved payment voucher or training request form and any
required receipts shall be submitted to accounts payable within thirty (30) days after the event in
order to receive the per diem payment or a reimbursement for expenses incurred.

(6) Summary. The City Manager, Mayor or Council may request a written summary
or an oral report on all seminars, workshops, conferences, or conventions attended by
employees.

(e) Mode of Transportation. With the approval of his or her Department Head, employees
are responsible for arranging their own transportation. The most economical form of transportation shall
be used considering factors such as the cost of the transportation and the amount of time required. If any
employee chooses a more costly form of transportation, the City will pay the lesser cost of the two forms,
and the per diem rate shall be based upon the amount of time it would have taken under the less costly
form of transportation. If extra time is needed for the more costly form of transportation, the employee
shall use vacation or compensatory time for the excess time needed to reach the destination.

) Costs. Employees are encouraged to utilize the lowest cost travel arrangements
possible. Airline reservations should be made, whenever possible, at least thirty (30) days in advance. If
a reduced airfare is offered for a stay over a Saturday night, and the reduced rate more than
compensates for additional lodging and per diem costs, the employee is encouraged to stay over the
additional night. The government or corporate rate should be requested at all hotels.

(9) Permitted Expenses. The following allowances and payments may be made for travel
expenses.

(1) Transportation. The City may pay for the cost of the most economical form of
transportation. Employees traveling in a private vehicle will be reimbursed per mile and per
vehicle at the current reimbursement rate permitted by the Internal Revenue Service. Employees
traveling in a City vehicle will be reimbursed for any incidental and necessary costs incurred in
connection with such vehicle. Receipts must be provided for reimbursement.

(2) Meals. The City may pay employees a per diem amount to cover the cost of
meals during travel or training. It is the policy of the city to comply with the provisions of Utah
Administrative Code R25-7-6, regarding reimbursement for meals. However, the City will only pay
the rates outlined in Table 1 and 2 of the policy. The remainder of the policy is not applicable to
the City.

Employees may scan the following QR code or visit the following website to see current rates:
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https://casetext.com/regulation/utah-administrative-code/administrative-services/title-r25-
finance/rule-r25-7-travel-related-reimbursements-for-state-travelers/section-r25-7-6-
reimbursement-for-meals

3) Fees. The City may pay the actual and reasonable cost of registration and other
fees for seminars, workshops, conferences, and conventions.

(4) Ground Transportation. The City may pay the reasonable and necessary costs
for ground transportation, including airport shuttle, taxicab, rental car, and parking lot fees.

(5) Lodging. If an employee is traveling outside of Weber, Davis and Salt Lake
Counties for City business for multiple days, the employee may stay overnight. The City may pay
for the reasonable and necessary costs of lodging if an overnight stay is required. Traveling
employees shall choose lodging based on pricing, location, and government rates. When
possible, employees shall lodge at the conference sponsored hotel that offers a government rate.
Traveling employees may elect to stay with friends, relatives, use their personal campers or trailer
homes instead of staying in a motel/hotel. The City will compensate the employee fifty percent
(50%) of the lowest total cost of the conference sponsored hotel price.

(6) Miscellaneous. The City may pay for other miscellaneous costs as deemed
reasonable and necessary by the City Manager.

@) Personal Expenses. Employees traveling on City business, including employees
traveling with a spouse or other companion, shall strictly distinguish expenses incurred as part of
City business from personal expenses. The City will provide reimbursement only for those
expenses which the employee would normally incur if traveling alone. For example, the City will
pay for the employee's lodging at the single room rate and the employee shall be required to pay
for any additional double occupancy lodging charge or upgrade. The City shall not pay for
personal expenses such as telephone charges, personal transportation charges, room service
charges, etc.

19.020. Credit Card Expenses.

(&) Purpose. In order to ensure the proper use and accountability of taxpayer dollars, the
following credit card policies are to be followed when using Syracuse City Credit Cards to
expend City funds. Compliance with the policy is the obligation of each City employee.
Failure to follow the policy may result in disciplinary action up to and including termination
as described below. Questions regarding the policy are to be directed to the Administrative
Services Director.

(b) Tax Exempt. Most City purchases are not subject to sales tax. For vendors requiring
documentation of tax-exempt status, a TC-721G Exemption Certificate for Governments
and Schools may be obtained from the Administrative Services Director. Lodging charges
in Utah are subject to sales tax. It is the cardholder’s responsibility to ensure sales tax is
only paid when required.

(c) Cardholder Responsibilities. It is the responsibility of the cardholder to:

(1) Read and understand the City Credit Card Policies and Procedures.
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(2) Make only authorized purchases as prescribed by the City Purchasing Policy and
approved departmental budget.

(3) Retain receipts for all transactions. In the absence of a receipt, a Missing Receipt Form
must be completed and signed by the cardholder and their Department Head. (See
Appendix M). This form can also be found in the policy manual or on the City Intranet.

(4) Reconcile the credit card statement upon its arrival. All reconciliations, statements, and
receipts are due to Accounts Payable by the 3 of the following month.

(5) Keep the credit card and the corresponding account information secure. Immediately
report any lost or stolen credit card and/or account information to the Administrative
Services Director.

(6) Report fraudulent charges or any discrepancies in the credit card statement in a timely
manner to the Administrative Services Director.

(d) Department Head or Supervisor Responsibilities. It is the responsibility of the Department
Head or Supervisor to:

(1) Request and oversee the issuance of new cards through the Administrative
Services Director. The credit limit will be determined at the discretion of the
Administrative Services Director.

(2) Inform the Administrative Services Director when changes and cancellations are
needed because of personnel changes.

(3) Make sure credit card reconciliations are completed by the 3 of each month.

(4) Review the cardholder’s reconciliation and transactions for completeness,
accuracy, and compliance with Syracuse City policies and procedures.

(5) Address the cardholder about questionable transactions and take disciplinary
actions when necessary.

(6) Report any misuses of credit cards immediately to the Administrative Services
Director and/or the City Manager.

(7) Sign the reconciliation form for each cardholder after review

(e) Prohibited Credit Card Purchases. The following purchases are strictly prohibited from
being purchased by using a City credit card:

(1) Purchase of items for personal use or consumption
(2) Purchasing in violation of the City Purchasing Policy

(3) Alcohol
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(4) Utah State Tax, except on lodging charges

(5) Fuel for fleet vehicles unless traveling outside of Utah. The state gas card should
be used for fuel purchases.

(6) Splitting a purchase to remain under purchasing policy limits
() Disciplinary Action for Improper Use. Any employee found to be in violation of these
policies may be subject to disciplinary action including but not limited to suspension of
credit card, repayment of unauthorized charges, and/or termination of employment.
19.030. Fuel Card Expenses.
(a) Purpose. In order to keep fuel costs manageable, the City has an account set up with the
State of Utah fuel card program. This allows the city to purchase fuel at wholesale cost from qualified fuel
stations around Utah that are supported by the State of Utah fuel program. The city has installed a fuel
station at the Public Works Building. City personnel should make every attempt to fuel vehicles and
equipment at the Public Works fuel station or State Fuel Network sites in order to save on fuel costs.

(b) Vehicles. Each vehicle is assigned a fuel card that is dedicated to that vehicle. Each fuel card
should stay with the vehicle and should only be used for fuel on that vehicle.

(c) Personal Pin Number. Each employee that has been authorized by their supervisor and/or
department head to use a city vehicle or equipment will be assigned a personal pin number from public
works administrative personnel. Each employee is responsible for keeping this number confidential and
should only use it to fuel the vehicle in which it is assigned.

(d) Employee Responsibilities:

(1) Read and understand the Fuel Card Policies and Procedures.
(2) Only use the fuel card assigned to the vehicle.

(3) Only use the pin number assigned to the employee.

(4) Enter mileage into fuel system when fueling vehicles.

(5) Keep fuel card in assigned vehicle.

(e) Department Head or Supervisor Responsibilities. It is the responsibility of the Department
Head or Supervisor to:

(1) Request and oversee the issuance of new pin numbers for employees through public
works administrative personnel.

(2) Inform the public works personnel when changes and cancellations are needed
because of personnel changes.
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(3) Address the cardholder about questionable transactions and take disciplinary actions
when necessary.

(4) Report any misuses of fuel cards immediately to the Administrative Services Director
and/or the City Manager.

(f) Prohibited Fuel Card Purchases. The fuel card should only be used to fuel the vehicle it is
assigned to. All other transactions are considered unauthorized and may lead to disciplinary action as
noted in section g below. These include:

(1) Purchase of fuel for personal use or consumption
(2) Purchase of fuel for another city vehicle
(3) Purchasing fuel using other employees’ personal pin numbers.

(9) Disciplinary Action for Improper Use. Any employee found to be in violation of these policies
may be subject to disciplinary action including but not limited to suspension of personal pin number,
repayment of unauthorized charges, and/or termination of employment.

19.040. Vacation/Sick Leave Cash Out for Emergency Preparedness.

Once per fiscal year, Full-Time employees may purchase pre-approved emergency
preparedness items and be reimbursed up to two hundred dollars ($200.00) by cashing out Vacation or
Sick Leave. Iltems that are not on the pre-approved list must be submitted to the Department Head for
approval by the City Manager prior to purchase to determine if it is an eligible emergency preparedness
item. The employee must have a remaining balance of one-hundred and sixty (160) hours of accrued sick
leave after the cash out is complete. The employee must submit an Emergency Preparedness Cash-Out
form along with original receipts to his or her Department Head for approval. (See Appendix O) The
Department Head will submit the form to the Administrative Services Director and Human Resources for
processing. The determination as to whether or not the Cash Out will be approved will be based on the
availability of funds and will be re-evaluated on an “as needed” basis. Pre-approved emergency
preparedness items include:

(a) Bottled Water

(b) Non-Perishable Food

(c) Water Storage

(d) 72 Hour Kit

(e) Generator

(f) Portable Fuel

(g) Portable/Camping Cooking Equipment

(h) Battery-Powered Radio
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(i) Batteries (vehicle batteries not included)
() Flashlight

(k) First Aid Kit

() Whistle

(m) Duct Tape

(n) Can Opener

(o) Fire Extinguisher

(p) Compass

(q) Matches

(r) Multi-Purpose Tool (e.g., Leatherman or Swiss Army Knife)
(s) Emergency Blanket

(t) Fire Escape Ladder

(u) Two-Way Radios

(v) Rain Gear

(w) Dust Masks

(x) Local Maps

(y) Water Purification Systems/Devices
(z) Disposable Hand/Foot Warmers
(aa)GPS Devices

(bb) Sleeping Bags

(cc) Tent

(dd) Backpacks/Duffel Bags

(ee) Toiletry/Personal Sanitation Supplies (e.qg., toilet paper, personal wipes, transportable
emergency toilet, etc.)

(ff) Emergency Heater/Portable Propane Heater
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(gg)Ice Chest/Cooler
19.050. General Expenses.

With prior approval for purchase, legitimate expenses will be reimbursed by Syracuse City to the
employee. Receipts are required to reimburse the employee. Reimbursement may be in the form of
petty cash, direct deposit, or a separate check. Records must be kept reflecting the amount of
reimbursement each employee has received. An expense for meals, beverages, snacks, etc. for meetings
shall not be paid for with City funds and may not be reimbursed unless pre-approved by the City
Manager. Examples of situations that may be approved include but are not limited to, a business lunch
with an outside consultant who is providing information, advice or other business matters, a working lunch
during an emergency or urgent project that requires staff to continue working, a training seminar.
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CHAPTER 20
VEHICLE USE

20.010. Purpose.

20.020. Official City Business.

20.030. Use Agreement and Driver’s License Verification.
20.040. Authorized Passengers Only.

20.050. Parking and Operation.

20.060. Vehicle Backing.

20.070. Secure Loads.

20.080. Vehicle Maintenance.

20.090. Vehicle Abuse.

20.100. Accidents.

20.110. Take-Home Vehicle Use and Rules.
20.120. Documentation of Vehicle Usage.
20.130. Qualified Non-Personal Use Vehicles.
20.140. Private Vehicle Use.

20.150. Failure to Comply.

20.010. Purpose.

The purpose of this Chapter is to establish guidelines for the use of City vehicles by employees.
Employees using City vehicles shall comply with this Chapter. Employees failing to operate City vehicles
in compliance with this Chapter shall be subject to disciplinary action up to and including termination.

20.020. Official City Business.

The use of City vehicles by employees shall be limited to official City business, provided that
reasonable stops may be made while en route of City business or during break or lunch periods. All
personal use of city vehicles is prohibited unless specifically approved herein or by the City Manager.
Personal use includes:

€) Commuting between residence and workstation;

(b) Vacation or weekend use;

(c) Use by spouse, dependents, or other non-employees;

(d) All vehicle use that is not for official City business
20.030. Use Agreement and Driver's License Verification.

Each employee using a City vehicle shall sign a Vehicle Use Agreement and Driver's License
Verification Form prior to using a City vehicle and shall carry a valid Utah driver's license corresponding to
the type of vehicle being operated. Employees operating City vehicles shall be at least eighteen (18)
years of age. However, an employee who is 16 or 17 years old may operate a single deck mower or an
off-highway vehicle (OHV) on City property after completing a department safety training. The City shall
have the right to review the driving records of all employees in order to identify unsafe or uninsurable
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drivers in accordance with the City driving record evaluation policy set forth in Chapter 15. City
employees with poor driving records may be prohibited from driving City vehicles or prohibited from
driving personal vehicles on City business or may be required to obtain high risk insurance. Any
employee subject to this Chapter for authorized use of a City vehicle whose driver's license expires or is
suspended or revoked shall immediately report such expiration, suspension, or revocation to the
employee’s department head. The department head shall immediately notify the Human Resources
Manager of such expiration, suspension, or revocation. Any department head subject to this Chapter for
authorized use of a City vehicle whose driver’s license expires or is suspended or revoked shall
immediately report such expiration, suspension, or revocation to the Human Resources Manager.

20.040. Authorized Passengers Only.

Unless otherwise stated, all non-City personnel are prohibited from riding in or operating any
City-owned vehicles. This rule also includes any family of City employees unless authorized by the
employee’s supervisor or department head and only in limited circumstances.

In the event that non-City personnel do ride in a city vehicle, he or she is required to dress
and conduct themselves in a safe, proper manner that will promote a positive image of the City and its
employees.

In the case of Police Officers and Fire Personnel, any non-police and/or non-fire personnel
will be discharged from the vehicle prior to the off-duty officer and/or fire personnel responding to an
emergency response situation in which the non-police and/or non-fire personnel may be placed in danger.
This will be done at a safe and convenient location. The officer or fire personnel may then respond. Non-
police and/or non-fire personnel may ride in City-owned vehicles only when authorized by the Department
Head.

20.050. Parking and Operation.

All employees using City vehicles shall operate the vehicle in a safe manner and in
accordance with all State and local traffic regulations, including but not limited to, all posted and required
speed limits. Employees shall exercise defensive driving skills to prevent accidents and shall wear a seat
belt at all times the vehicle is in operation. The employee shall be responsible for any citation or parking
ticket received for non-compliance with such regulations. The employee shall also ensure that all
passengers in the vehicle wear a seat belt at all times the vehicle is in operation. Smoking is prohibited in
all City owned vehicles.

20.060. Vehicle Backing.

When backing any City vehicle, another employee should assist the driver whenever
possible. When a spotter is not available, the driver should walk completely around the vehicle before
backing and carefully watch the area that he or she is backing into. When possible, employees parking a
City vehicle shall pull through a parking stall or back into a stall.

20.070. Secure Loads.

Drivers of City vehicles shall be responsible to secure all loads adequately to ensure that
items in their vehicles do not fall off or blow off in transit.
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20.080. Vehicle Maintenance.

Employees are responsible for the daily care and general maintenance of City vehicles under
their control or assigned to them, provided however, that no repair or other alteration to the vehicle shall
be made without authorization from their supervisor. Any suspicions regarding mechanical problems or
any equipment breakdown, defect or failure involving a City vehicle shall be reported immediately to the
employee’s supervisor. No supervisor should knowingly require a subordinate to operate an unsafe
vehicle or equipment. The routine maintenance schedule is under the responsibility of each Department
Head.

20.090. Vehicle Abuse.

Any employee abusing a City vehicle shall be subject to disciplinary action up to and
including termination. Vehicle abuse includes any intentional or unintentional misuse or misapplication of
any City vehicle for a purpose other than that for which it was intended. Vehicle abuse shall include, but
shall not be limited to, failure to provide proper maintenance of the vehicle such as checking the oil, tires,
and windows, and failure to observe normal driver responsibility.

20.100. Accidents.

Employees involved in a vehicular accident while driving a City vehicle or while on City
business shall immediately contact the local law enforcement agency with jurisdiction and fill out the
appropriate police report for the incident. As soon as reasonably practical, employees shall report any
accident or damage involving a City vehicle or work-related injuries to their supervisor in accordance with
the accident and injury reporting procedures set forth in Chapter 16. Any required post-accident drug and
alcohol testing shall be conducted in accordance with applicable provisions of Chapter 13 and Chapter 14
regarding Drug and Alcohol Testing.

20.110. Take-Home Vehicle Use and Rules.

City vehicles in general are not permitted to be taken home or utilized for personal use by
City employees. The following employees may be permitted to use City vehicles for commuting to and
from work and for other work-related purposes:

(a) Police officers in accordance with the vehicle use policy set forth by the Police Department
Policies and Procedures;

(b) City employees who are subject to being called out for emergency response for City services
during normal off-duty work hours and who are authorized by their Department Head and the
City Manager. Such employees, as authorized, include: Fire Chief, Deputy Fire Chief, Fire
Marshal, Public Works Director, Public Work Superintendents, Facility Maintenance
Superintendent, Facility Maintenance Technician, employees assigned to on-call duty for
which they are being compensated, and any other employee as deemed appropriate by the
City Manager

In addition to the policies established herein, any employee taking a City vehicle home shall adhere to the
following conditions:

(a) All city take home vehicles shall only be used for City business and commuting or de minimis
personal use;
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(b) The distance to or from City Hall and the employee’s home shall not exceed seventeen (17)
road miles (one-way);

(c) The vehicle shall be parked, secured, and locked, and remain at the employee's home when
it is not being used for official business;

(d) The vehicle shall be returned to the City when the employee is on leave for more than three
(3) days, on administrative leave of any duration, suspended from duty, or upon the request
of the supervisor;

(e) The employee shall be responsible for maintaining both the interior and exterior of the vehicle
in a clean and safe condition (the City may provide cleaning supplies for employee use in
maintaining City vehicles in accordance with this policy); and

() The employee shall be responsible for any tax liability incurred by the employee for taking the
vehicle to and from work and shall provide any information required by the City to complete
the relevant tax forms regarding such use.

(g) An employee authorized to take home a vehicle is required to respond to emergency
situations upon request within a half an hour, unless authorized otherwise by his or her
Department Head.

20.120. Documentation of Vehicle Usage.

To comply with IRS guidelines and requirements, the employees who are authorized to
use City vehicles to commute to and from work as mentioned in subsection 21.110, with the exception of
Police Officers, the Fire Chief, Deputy Fire Chief, and the Fire Marshal will have three dollars ($3.00) per
scheduled work day added to the employee’s gross income to have the appropriate federal and state
taxes withheld.

(&) An employee who regularly takes a City vehicle home will be responsible to let his or
her Department Head and the Human Resource Manager know when he or she
does not take a City vehicle home to ensure he or she is not being taxed for
personal use of the vehicle.

(b) An employee who is on call on a rotating basis and takes a City vehicle home less
frequently, the employee and the Department Head will be responsible to let the
Human Resource Manager, or designee, know when he or she takes the vehicle
home to ensure compliance with the IRS guidelines and requirements.

Failure to comply with the policy herein will be subject to disciplinary action, up to and including
termination.

20.130. Qualified Non-Personal Use Vehicles.
All use of a qualified non-personal use vehicle including commuting is excludable to

employees as a working condition fringe benefit. As a result, all employees who drive a qualified non-
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personal use vehicle as a take home vehicle are not required to record and substantiate usage of such a
vehicle for tax purposes. Qualified non-personal use vehicles include any vehicle that the employee is
unlikely to use for more than minimal personal use due to the vehicle’s design.

Other City vehicles that do not fit within the category of a qualified non-personal use vehicle or
are not under the IRS Safe Harbor rule are not automatically excludable under tax law.

20.140. Private Vehicle Use.

Employees normally shall use City vehicles for City business. Department heads may
approve employee use of private vehicles for City business in limited circumstances. When
circumstances require an employee to use his or her private vehicle for City business and such use has
been approved by the employee’s department head, the employee may be paid mileage reimbursement
the amount specified in the Internal Revenue Code. The employee shall submit documentation of
approved mileage to his or her department head for review and approval prior to reimbursement.
Employees shall be required to maintain appropriate insurance for such vehicles and shall be responsible
and liable for any damage to the same.

20.150. Failure to Comply.

Any employee who disregards the provisions of this Chapter may be subject to disciplinary
action, up to and including termination.
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CHAPTER 21
CITY OFFICE EQUIPMENT USE

21.010. City Office Equipment and Supplies.
21.020. Removal of Equipment.

21.030. City Office Equipment.

21.040. Prohibited City Office Equipment Use.
21.050. Cellular Phones.

21.060. Bring Your Own Phone (BYOP) Policy.
21.070. Termination.

21.010. City Office Equipment and Supplies.

All employees are charged with the responsibility of maintaining the City's property in the best
possible condition and making the most economical use of supplies issued to them. All employees are
charged with using and operating City equipment and property according to established protocol,
including operating equipment in a safe and courteous manner. City office equipment includes any tool or
machine used for office work such as: copy machines, typewriters, calculators, fax machines, printers,
computers (including internet access and e-mail), laptops, tablets, telephones, and cell phones, etc.
Theft or damage to City office equipment shall be reported as soon as practicable to the employee’s
supervisor. In cases of theft, the employee shall also notify the police in the jurisdiction of where the theft
occurred.

21.020. Removal of Equipment.

No City owned, leased, or licensed equipment may be removed from City premises without prior
approval from the employee’s department head.

21.030. City Office Equipment.

The City provides office equipment and internet access to designated employees for their use to
transact City business. The following rules and restriction shall govern any and all use of City office
equipment.

€) Personal use of city office equipment, internet and email is only allowed during non-
working hours, such as breaks and lunch periods, and is subject to the restrictions and conditions of this
Chapter. Employees shall keep personal email and other electronic correspondence to a minimum and in
no event shall such personal use of computers, internet and email interfere with the employee’s work or
productivity or disrupt other employees. Personal use for photocopies, fax transmissions, etc. shall be
paid by the employee at the rate outlined in the consolidated fee schedule. When a portable IT device
(such as a laptop computer, tablet or cellular phone) has been assigned to an employee for the primary
purpose of fulfilling the employee’s work duties, the personal use of that device, consistent with the
restrictions in this Chapter, is authorized. Any damage sustained by the device while being used for
personal use is the responsibility of the employee to which the device was assigned.

(b) To prevent IT related viruses and other network problems, employees are prohibited from
any unauthorized downloading of any software. Only software which has been purchased and approved
by Syracuse City may be loaded or used on any of the City’s office equipment.
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(c) Employees are prohibited from accessing or visiting any websites, apps., etc. or
receiving or sending any email information which would be considered offensive by community standards;
including, but not limited to, pornographic or sexually explicit information.

(d) Employees shall not use City office equipment for personal gain, including, but not limited
to, personal for-profit and not-for-profit business purposes, political activity, or any other activity that could
be considered a violation of these policies and procedures.

(e) City office equipment are the sole property of the City and may be subject to monitoring
at any time without notice. Any information or messages created or retrieved over the internet or through
email on City office equipment, and the contents of all City office equipment, is considered the property of
the City. The City retains the right to observe, record, access and review any transactions made on City
office equipment, including, but not limited to email messages, websites, etc. When using the email or
voicemail systems, and other equipment, the employee knowingly and voluntarily consents to being
monitored and acknowledges the City’s right to conduct such monitoring. The security of email and
voicemail communications is not guaranteed.

)] Certain electronic data may be considered a “record” subject to access pursuant to the
Utah Governmental Records Access and Management Act, as set forth in Utah Code Ann. 8§88 63-2-101,
et seq., as amended, or discoverable in litigation under applicable Rules of Civil Procedure.

(9) Abuse of email, voicemail and computer systems shall subject the employee to
disciplinary action, up to and including termination.

21.040. Prohibited City Office Equipment Use.

The City will not tolerate inappropriate or illegal use of electronic data, equipment or information
and reserves the right to take appropriate disciplinary action as needed, up to and including termination of
employment for any violations of this Chapter. Such inappropriate or illegal use of these resources
includes, but is not limited to, the following:

€) hacking;

(b) pirating software and/or video files;

(c) soliciting;

(d) distributing literature for outside entities;

(e) sending or forwarding inappropriate emails; including, but not limited to, offensive,

harassing, disparaging, vulgar, obscene, slanderous, defaming, or threatening
communications;

)] accessing, viewing, or downloading inappropriate web sites, i.e., sites advocating hate or
violence, displaying pornographic or sexually explicit material, or promoting illegal
activity;
(9) distributing confidential information to persons or entities that are not entitled to such
information;
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(h) storing or placing unlawful information on City computers or network;
0] copying system files, programs, or data without proper authorization;
)] disseminating, printing, or copying copyrighted materials including articles and software

in violation of copyright laws;
(k) using abusive or otherwise objectionable language in either public or private messages;

() sending or forwarding messages that are likely to result in the loss of the recipient’s work
or system use;

(m) sending or forwarding “chain-letters,” jokes or lists or any other type of use that would
cause congestion or disrupt the operation of the networks or otherwise interfere with the
work of others;

(n) decryption of system or user passwords; or
(0) creating, distributing, viewing, or soliciting sexually oriented messages, materials, or
images.

21.050. Cellular Telephones.

Only those employees authorized by their department head and/or the City Manager are
authorized to have a City-issued cell phone. The level of monthly service for such City-issued cell phone
shall be commensurate with the amount of City business conducted and needed by the employee. The
primary purpose of all City-issued cell phones shall be to facilitate City business. The City will allow
limited personal use of City-issued cell phones, though personal use of City cell phones shall not be
excessive and shall not interfere with the performance of job duties. The City reserves the right to monitor
the billing and use of all City-issued cell phones. By accepting the use of a City-issued cell phone, the
employee also understands that excessive use of the cell phone that hinders job performance may result
in disciplinary action. Cellular transmissions can be overheard by others. Discretion should be used in
discussing confidential information on a cell phone. Employees, who are authorized to use a City-issued
cell phone shall agree to be readily available to take calls, respond to e-mails and text messages during
working hours, during on-call hours and as reasonably expected as outlined in the employee’s job
description Employees shall use best judgment when taking calls, responding to e-mails and text
messages outside of his or her working hours to ensure that he or she is not working unreasonable or
unapproved overtime. Employees may not use their City phones for work purposes during periods of
unpaid leave. Employees are responsible for taking reasonable precautions to prevent theft and/or
vandalism of cellular equipment. An employee who violates the conditions of these policies relating to
cell phones and usage will be subject to having the use of his or her City-issued cell phone terminated. In
addition, employees may be subject to disciplinary action, up to and including termination, for any
violation of these policies.

21.060. Bring Your Own Phone (BYOP) Policy

Employees that would otherwise be given a City cell phone/smart phone may elect to use a
personal cell phone/smart phone for City business if authorized by his or her Department Head and the
City Manager. Employees who have not received authorization in writing from his or her Department
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Head and the City Manager will not be permitted to use personal phones for work purposes. Failure to
comply with this policy may result in disciplinary action, up to and including termination of employment.

While at work, employees are expected to exercise the same discretion in using their personal phones as
is expected for the use of City phones as defined in this chapter.

Employees, who are authorized to use their personal phone for work purposes shall agree to be readily
available to take calls, respond to e-mails and text messages during working hours, during on-call hours
and as reasonably expected as outlined in the employee’s job description. Employees, who are
authorized to use their personal phone for work purposes shall use best judgment when taking calls,
responding to e-mails and text messages outside of his or her working hours to ensure that he or she is
not working unreasonable or unapproved overtime. Employees may not use their personal phones for
work purposes during periods of FMLA leave or unpaid leave.

No employee using his or her personal phone should expect any privacy except that which is governed by
law. The City has the right, at any time, to monitor and preserve any communications that use the City’s
networks in any way; including data, voice mail, and email, to determine proper use. Management
reserves the right to review or retain personal and company-related data on personal phones or to
release the data to government agencies or third parties during an investigation or litigation.

(a) BYOP Stipend. Employees authorized to use personal phones under this policy will receive an
agreed-on quarterly stipend as approved by the City Manager. If an employee obtains or currently
has a plan that exceeds the monthly stipend, the employee shall be responsible for any and all
remaining amounts and the City will not be liable for the cost difference. Under no circumstances
shall the City be responsible for any late fees or like charges.

(b) Lost, Stolen, Hacked or Damaged Equipment. Employees are expected to protect personal
phones used for work-related purposes from loss, damage, or theft. Employees must notify their
supervisor as soon as practicable in the event their personal phone is lost, stolen or damaged to
ensure any City data is protected. If IT is unable to repair the phone, the employee will be
responsible for the cost of replacement.

(c) Termination of Employment. Upon resignation or termination of employment, or at any time on
request, the employee may be asked to produce the personal phone for inspection. All company
data on personal phones will be removed by IT upon termination of employment.

21.070. Termination.

Employees will be required to return all City-issued equipment to the Department Head or his or
her designee upon termination of their employment. Failure to return City-issued equipment upon
termination will be considered theft and may be subject to prosecution.
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CHAPTER 22
TELECOMMUTING POLICY & PROCEDURES

22.010. Objective.
22.020. Eligibility.
22.030. Equipment.
22.040. Security.
22.050. Safety.
22.060. Compliance.

22.010 Objective.

Telecommuting allows employees to work at home, on the road or in a satellite location for all or
part of their workweek. Syracuse City considers telecommuting to be a viable, flexible work option when
both the employee and the job are suited to such an arrangement. Telecommuting may be appropriate for
some employees and jobs but not for others. Telecommuting is not an entitlement, is not a citywide
benefit, and it in no way changes the terms and conditions of employment with Syracuse City.

Telecommuting can be informal, such as working from home for a short-term project or on the
road during City business travel, or a formal, set schedule of working away from the office as described
below. Either an employee or supervisor can suggest telecommuting as a possible work arrangement.
For formal telecommuting arrangement the employee must fill out the telecommuting request and sign
(see Appendix O). For informal temporary telecommuting arrangements, such as inclement weather,
special projects, and city related travel, can be approved on an as needed basis and must be approved
by the department head.

22.020 Eligibility.

Employees will be fully responsible for the accommodations in their home office. Before entering
into any telecommuting agreement, the employee, and the department head, with the assistance of the
Human Resource Manager, will evaluate the suitability of such an arrangement, reviewing the following
areas:

(a) Employee must be in good standing with the City including not currently on disciplinary
action and has shown the ability to work independently to complete projects.

(b) The employee and department head will assess the needs and work habits of the
employee, compared to traits customarily recognized as appropriate for successful
telecommuters.

(c) The employee and department head will discuss the job responsibilities and determine if
the job is appropriate for a telecommuting arrangement.

(d) The employee and department head will review the physical workspace needs and the
appropriate location for the telework.

(e) The employee and the department head will work with IT to ensure proper equipment is
portable and suitable for work duties.
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(f) Employee understands all tax and other legal implications of telecommuting rests solely
with the employee.

(9) In periods of emergency declared by the City Manager, Federal or State or Local
Government, exceptions may be made to this section as deemed necessary by the City
Manager.

22.030 Equipment.

Generally, employees who are granted the privilege of telecommuting must provide their own
office equipment, at the expense of the employee and they must provide connectivity to the internet and
maintaining a live contact number during scheduled working hours. The employee may use a city laptop if
they already have one issued. On a case-by-case basis, Syracuse City may consider providing necessary
equipment such as hardware, software, modem, phone and data lines and other office equipment for
each telecommuting arrangement. The IT department will provide equipment based on approval, when
equipment is available and budgeted.

Equipment supplied by Syracuse City will be maintained by the City. The employee is required to
take reasonable care of all equipment to keep it secure and to use it in accordance with operating
instructions and IT policies as outlined in this Policy Manual. Upon termination of employment, all City
property must be returned to the City, unless other arrangements have been made. Syracuse City
accepts no responsibility for damage or repairs to employee-owned equipment.

Syracuse City will supply the employee with appropriate office supplies (pens, paper, etc.) as
deemed necessary. The employee will establish an appropriate work environment within his or her home
for work purposes. Syracuse City will not be responsible for costs associated with the setup of the
employee’s home office, such as remodeling, furniture, or lighting, nor for repairs or modifications to the
home office space.

22.040 Security.

Consistent with the City’s expectations of information security for employees working at the office,
telecommuting employees will be expected to ensure the protection of proprietary and confidential City,
clients, citizens, customers, and employees’ information accessible from their home office. Steps include
the use of locked file cabinets and desks, regular password maintenance, only using secure and
password protected internet connections, and any other measures appropriate for the job and
environment. Employees that fail to follow these procedures, or who are reckless or careless when
accessing confidential City information could face liability, sanctions, and/or disciplinary action, up to and
including termination. Equipment and files should only be accessible to the employee and safeguarded
from access by other members of the household and visitors. The employee agrees to produce City
equipment and any City paper records kept at the employee’s home to their supervisor, department head
or IT within a reasonable time frame, upon request.

Employees are advised not to release their home address and telephone number to citizens or
third parties. Employees shall not meet volunteers, clients, citizens, co-workers, or customers at home.
Employees who wish to keep their personal telephone number private shall dial *67 before dialing the
outgoing telephone number. In doing so, the caller ID will be blocked.
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22.050 Safety.

Employees are expected to maintain their home workspace in a safe manner, free from safety
hazards. Injuries sustained by the employee in a home office location and in conjunction with his or her
regular work duties are normally covered by the City’s worker’s compensation policy. Telecommuting is
not designed to be a replacement for appropriate childcare, except for in a state of emergency where
there is a school or state shutdown. An employee’s schedule may be modified to accommodate childcare
needs with department head approval. Syracuse City is not liable for any injuries sustained by visitors to
an employee’s home worksite.

22.060 Compliance.

Employees who telecommute will be expected to report to their Supervisor or Department Head
on an as needed basis determined by the Department Head. Employees may not telecommute from
outside of Utah for more than 30 consecutive calendar days. Employees must be appropriately attired
while video conferencing as per Section 9.040. The Department Head may suspend or terminate the
telecommuting arrangement at their discretion. Failure to comply with any aspect of this policy or related
policies outlined in this Policy Manual may result in the loss of privileges to work from home and may
subject the employee to disciplinary action, up to and including termination.
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CHAPTER 23
PERFORMANCE EVALUATIONS

23.010. General Policy.

23.020. Performance Evaluation Periods.
23.030. Performance Evaluations.
23.040. Records.

23.050. Performance Tracking

23.010. General Policy.

It is the policy of Syracuse City to evaluate City employees regarding their work performance in
accordance with the City adopted performance evaluation system and the provisions of this Chapter.
Performance evaluations are intended to improve the performance of employees by providing meaningful,
constructive feedback on the adequacy of performance.

23.020. Performance Evaluation Periods.

€) Probationary Employees. Probationary employees hired before November 1st of each
year shall be evaluated at the next scheduled annual evaluation period and may also be evaluated at any
other time deemed necessary by the Supervisor and/or Department Head. The performance evaluations
for probationary employees may be used to provide information to both the employee and the City
regarding the employee’s performance. Performance evaluations and the results of such evaluations for
probationary employees shall not obligate Syracuse City to a particular course of action relative to the
probationary employees, nor shall it create any property or due process rights for such employees relative
to their employment with the City.

(b) Employees. All employees, other than Crossing Guards, Recreation Assistants and
temporary or seasonal employees, shall receive performance evaluations on an annual basis. The
evaluation period for these annual reviews will be the previous calendar year (January 1 to December
31). The annual performance evaluations shall be conducted and completed by the employee’s direct
supervisor. Annual performance evaluations must be completed and submitted by the supervisors to the
Human Resources Manager on or before March 1 of each year. Additional evaluations may be made at
any time at the discretion of the supervisor or department head or when directed by the Human
Resources Manager.

23.030. Performance Evaluations.

Employees shall be evaluated by his or her immediate supervisor in accordance with the City
approved performance evaluation system and approved performance criteria. Performance evaluations
should consist of a written evaluation form as well as an in-person interview. Evaluators may get input
from other supervisors that have indirectly supervised the employee. Performance evaluations may be
reviewed by the next level supervisor or department head. Performance evaluations may be used in
decisions concerning advancement, future training needs, performance-related salary adjustments and
disciplinary actions.
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23.040. Records.

Performance evaluation records shall be maintained in the employee’s personnel file. Such
records shall be maintained and accessed in accordance with the Utah Governmental Records Access
and Management Act as set forth in Utah Code Ann. 88 63-2-101, et seq., as amended.

23.050. Performance Tracking.

Department Heads and/or Supervisors shall from time to time enter Significant Incident Reports
(SIRs), whether positive and/or negative, into the City’s evaluation system in order to track the
employee’s performance throughout the year.
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CHAPTER 24
GRIEVANCES

24.010. Grievances.

24.020. Informal Grievance Procedures.
24.030. Formal Grievance Procedures.
24.040. Appeal.

24.050. Retaliations.

24.060. Records.

24.010. Grievances.

Employees may appeal a decision or disciplinary action by the City which affects his or her
employment (other than suspension, demotion or dismissal which are governed by appeal provisions of
Chapter 24) pursuant to the provisions set forth herein. These guidelines should not be construed as
preventing, limiting, or delaying the City from taking disciplinary action, including immediate termination, in
circumstances where the City deems such action appropriate. Except as required by State or Federal
law, the grievance procedures provided herein shall be exhausted prior to seeking alternative remedies.

24.020. Informal Grievance Procedures.

Employees are encouraged to resolve their grievances at the lowest administrative level possible.
An employee with a grievance may first attempt to settle the matter informally through discussion with his
or her supervisor. The supervisor should review the matter and conduct an investigation as deemed
appropriate under the circumstances. If the employee does not believe the problem has been
satisfactorily resolved within ten (10) days after the circumstances are first discussed informally with the
supervisor, or any time prior thereto, the employee may pursue formal grievance procedures as provided
herein.

24.030. Formal Grievance Procedures.

€) Complaint. An aggrieved employee may file a formal written grievance with the Human
Resources Manager within ten (10) days from the date of the event giving rise to the grievance or within
ten (10) days from the date the employee has knowledge, or should have knowledge, of the event giving
rise to the grievance. Grievances shall be filed using an Employee Grievance Form as provided by the
City (See Appendix P). The time for filing a formal written grievance shall be extended during the time for
which informal grievance procedures are pursued; provided, such time shall not exceed thirty (30) days.
If the grievance involves the Human Resources Manager, the grievance may be filed with the City
Manager, in which case all references herein to Human Resources Manager shall refer to City Manager.

(b) Investigation and Recommendation. Upon receipt of a grievance, the Human Resources
Manager shall review and investigate the matter as deemed appropriate under the circumstances. Upon
completion of review and investigation, the Human Resources Manager shall prepare a written
recommendation to the City Manager regarding the matter.

(c) Decision. The City Manager should, within a reasonable time from receipt of the
recommendation from the Human Resources Manager, prepare and provide the employee written notice
of his or her final decision in the matter.
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24.040. Appeal.

An employee aggrieved by a final decision of the City Manager regarding a formal grievance filed
hereunder may appeal such decision to the City Council by filing a written appeal stating the grounds
therefore with the City Recorder within ten (10) days from the date of the decision. Only the issues
presented in the original grievance may be considered on appeal. The City Council shall conduct a
review of the matter reviewing the City Manager’s decision for correctness. The City Council shall
prepare and provide to the employee written notice of its final decision in the matter within a reasonable
time from receipt of the appeal.

24.050. Retaliations.

Employees are entitled to bring good faith grievances hereunder without fear of retaliation. The
City shall not discriminate against an employee because that individual made a grievance complaint, or
has testified, assisted, or participated in any manner in an investigation, proceeding, or hearing to enforce
any provision herein. No person shall coerce, intimidate, threaten, harass, or interfere with any individual
in the exercise or enjoyment of the exercise of any right granted or protected herein. Employees are
further protected under the provisions of the Utah Protection of Public Employees Act, more commonly
known as the "Whistle Blower's Act," as set forth at Utah Code Ann. ' 67-21-1, et seq., as amended.

24.060. Records.

The City shall maintain records pertaining to employee grievances filed hereunder and records
pertaining to an appeal of such grievances in accordance with the Utah Government Records Access and
Management Act as set forth in Utah Code Ann. 88 63-2-101, et seq., as amended. No document relating
to an employee grievance shall be placed in the employee’s personnel file.
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CHAPTER 25
DISCIPLINARY ACTION

25.010. General Conduct.

25.020 Responsibility for Discipline.
25.030. Levels of Discipline.

25.040. Investigation.

25.050. Administrative Leave.

25.060. Verbal Warning.

25.070. Written Reprimand.

25.080. Probation.

25.090. Suspension.

25.100. Demotion.

25.110. Dismissal.

25.120. Pre-Disciplinary Action Hearing.
25.130. Disciplinary Action.

25.140. Appeals.

25.150. Disciplinary Action for Part-Time, Seasonal, and Temporary Employees.

25.010. General Conduct.

It is the responsibility of all employees of the City to conduct themselves in accordance with the
City's policies, rules, and regulations and to perform their work in a satisfactory manner. Employees are
expected to conduct themselves in a professional and competent manner and to be courteous and
cooperative at all times with fellow employees, supervisors, and the public. Any action or conduct not in
accordance with City policies or in violation of any City rule or regulation shall be subject to disciplinary
action up to and including termination.

25.020. Responsibility for Discipline.

The basic responsibility for discipline lies with the employee’s supervisor under the direction of
the City Manager, provided that any disciplinary action involving suspension, probation, demotion, or
dismissal shall require a pre-disciplinary action hearing and prior review and approval of the City Manager
in accordance with the procedures set forth herein. In addition, any dismissal of an employee shall
comply with City Ordinances regarding Mayor and/or City Council approval, as more particularly set forth
in Title 1 of the Syracuse Municipal Code.

25.030. Levels of Discipline.

When there are grounds for discipline, an employee shall be subject to appropriate disciplinary
action, based upon the particular facts and circumstances of each case. Disciplinary action may include
one or more of the following: verbal warning, written reprimand, suspension with or without pay,
disciplinary probation, demotion, and dismissal.

25.040. Investigation.

Prior to any disciplinary action or recommendation of any disciplinary action, the alleged
misconduct and related circumstances shall be investigated by the employee’s immediate supervisor
and/or the Human Resources Manager. When deemed appropriate, any investigation may also be
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conducted by an outside investigator hired by the City. The investigation shall be conducted to the extent
deemed necessary and appropriate under the circumstances. Such investigation should provide the
employee with an opportunity to respond verbally and/or in writing to the alleged claims.

25.050. Administrative Leave.

In the event of an emergency, or when otherwise deemed appropriate and necessary pending full
investigation of alleged violations of an employee, the City Manager, or his or her designee, may
temporarily relieve an employee from duty, with pay, or temporarily reassign the employee to another
position at the same rate of pay. Such temporary relief from duty with pay shall be considered
administrative leave and shall not preclude subsequent disciplinary action against the employee. The
Department Head shall fill out the Administrative Leave Form (see Appendix Q) and turn into the Human
Resource Manager.

25.060. Verbal Warning.

After investigation of the alleged misconduct in accordance with Section 25.040, whenever
grounds for disciplinary action exist and the supervisor determines that more severe action is not
required, the supervisor may verbally communicate to the employee the observed deficiency. Written
documentation of the warning shall be prepared by the supervisor using the City’s Disciplinary Action
Form setting forth the date, time, circumstances and grounds for the discipline, and the date, time, and
circumstances of the verbal notice. The Disciplinary Action Form shall be signed by the supervisor, the
Human Resources Manager, and the employee. If the employee refuses to sign the form, the supervisor
shall note such refusal in writing on the form. All disciplinary action documentation shall be filed and
maintained with the employee’s personnel records and input into the evaluation system as a Significant
Incident Record (SIR). Failure to remedy the deficiency described in a verbal warning may result in
additional disciplinary action being taken.

25.070. Written Reprimand.

After investigation of the alleged misconduct in accordance with Section 25.040, whenever
grounds for disciplinary action exist and the supervisor determines that more severe action is not
required, the supervisor may reprimand an employee in writing. Written reprimands shall be prepared by
the supervisor using the City’s Disciplinary Action Form setting forth the date, time, circumstances, and
grounds for the discipline (See Appendix R). The Disciplinary Action Form, along with a Signification
Incident Record (SIR) shall be signed by the supervisor, the Human Resources Manager, and the
employee. If the employee refuses to sign the form, the supervisor shall note such refusal in writing on
the form. All disciplinary action documentation shall be filed and maintained with the employee’s
personnel records and input into the evaluation system as a SIR, Failure to remedy the deficiency
described in a written reprimand may result in additional disciplinary action being taken.

25.080. Disciplinary Probation.

Whenever grounds for disciplinary action exist and the supervisor determines that the
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to
the City Manager an employee be placed on disciplinary probation for a period not to exceed six (6)
months. Written notice of such recommendation shall be prepared by the supervisor and submitted to the
City Manager including a detailed statement of the date, time, circumstances and grounds for the
recommended disciplinary action and the investigation conducted. The purpose of disciplinary probation
is to provide a period during which the employee’s performance is carefully monitored and evaluated.
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Upon receipt of a supervisor’s recommendation for probation, the City Manager shall determine the
appropriate disciplinary action to be taken, if any. Probationary status shall not preclude any other
disciplinary action being taken against the employee as deemed appropriate. Any probationary period
may be extended by the City Manager for a period of time not to exceed three (3) months upon written
notice to the employee. Any disciplinary action taken against an employee on probation, other than
verbal or written reprimand, shall comply with the due process procedures set forth in Section 25.120
regarding pre-disciplinary action hearings and shall be subject to applicable appeal procedures set forth
in Section 25.140.

25.090. Suspension.

After investigation of the alleged misconduct in accordance with Section 25.040, whenever
grounds for disciplinary action exist and the supervisor determines that the circumstances of the conduct
justify more severe disciplinary action, the supervisor may recommend to the City Manager an employee
be suspended, with or without pay, for a period of time not to exceed fifteen (15) calendar days. Written
notice of such recommendation shall be prepared by the supervisor and submitted to the City Manager
and should include a detailed statement of the date, time, circumstances and grounds for the
recommended disciplinary action and the investigation conducted. Upon receipt of a supervisor's
recommendation for suspension, the City Manager shall follow the due process procedures set forth in
Section 25.120 regarding pre-disciplinary action hearings and determine the appropriate disciplinary
action to be taken, if any, in accordance with procedures set forth in Section 25.130. Any employee
suspended with or without pay shall be responsible for making full employee contributions to his or her
employee medical insurance benefits no later than the regularly scheduled pay day and must be available
to work during all regular business hours if the suspension is with pay. Any employee who is suspended
without pay for more than two (2) days may appeal such suspension to the Employee Appeal Board in
accordance with the appeal procedures set forth in Section 25.140.

25.100. Demotion.

Whenever grounds for disciplinary action exist and the supervisor determines that the
circumstances of the conduct justify more severe disciplinary action, the supervisor may recommend to
the City Manager that an employee be demoted. Written notice of such recommendation shall be
prepared by the supervisor and submitted to the City Manager and should include a detailed statement of
the date, time, circumstances and grounds for the recommended disciplinary action and the investigation
conducted. Upon receipt of a supervisor's recommendation for demotion, the City Manager shall follow
the due process procedures set forth in Section 25.120 regarding pre-disciplinary action hearings and
determine the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth
in Section 25.130. Any employee who is demoted may appeal such demotion to the Employee Appeal
Board in accordance with the appeal procedures set forth in Section 25.140.

25.110. Dismissal.

Except as otherwise provided by Ordinance for appointed officers and department heads,
whenever grounds for disciplinary action exist and the supervisor determines that the circumstances of
the conduct justify more severe disciplinary action, the supervisor may recommend to the City Manager
an employee be dismissed. Written notice of such recommendation shall be prepared by the supervisor
and submitted to the City Manager and should include a detailed statement of the date, time,
circumstances and grounds for the recommended disciplinary action and the investigation conducted.
Upon receipt of a supervisor’'s recommendation for dismissal, the City Manager shall follow the due
process procedures set forth in Section 25.120 regarding pre-disciplinary action hearings and determine
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the appropriate disciplinary action to be taken, if any, in accordance with procedures set forth in Section
25.130. In addition, any dismissal of an appointed employee shall comply with City Ordinances regarding
Mayor and/or City Council approval, as more particularly set forth in Title 1 of the Syracuse Municipal
Code. Any employee who is dismissed may appeal such dismissal to the Employee Appeal Board in
accordance with the appeal procedures set forth in Section 25.140.

25.120. Pre-Disciplinary Action Hearing.

Upon receipt of a supervisor’'s recommendation of disciplinary action involving suspension,
demotion or dismissal, the City Manager or designee shall review and investigate the matter as deemed
appropriate and shall hold a pre-disciplinary action hearing. The purpose of the pre-disciplinary action
hearing is to provide the employee with notice and an opportunity to respond to the alleged violations and
proposed disciplinary action. The City Manager or designee shall provide the employee with written
notice of the date and time of the pre-disciplinary action hearing and shall provide the employee with a
copy of the supervisor’s letter recommending the proposed disciplinary action and stating the grounds
therefore. The employee shall receive at least forty-eight (48) hours’ notice of the pre-disciplinary action
hearing, overview of allegations and the proposed disciplinary action. The employee will be granted a
reasonable time to prepare for the hearing, if needed. The Human Resource Manager or City Attorney
must be present at the hearing.

25.130. Decision Subsequent to Disciplinary Action Hearing.

After the pre-disciplinary action hearing, the City Manager or designee shall provide the employee
with written notice of his or her final decision stating the disciplinary action to be taken, if any, the effective
date of the disciplinary action, the grounds for the action, and the employee’s right to appeal the same. In
addition, the City Manager shall document the disciplinary action using the City’s Disciplinary Action Form
and attach all necessary and applicable documentation or proof of the employee’s misconduct or
performance issue. The Disciplinary Action Form shall be signed by the City Manager, the Human
Resources Manager, and the employee. In instances of disciplinary action or dismissal of the City
Manager, the Disciplinary Action Form shall be signed by the Mayor, the Human Resources Manager,
and the employee. If the employee refuses to sign the Disciplinary Action Form, the City Manager, or
designee, shall note such refusal in writing on the form. In determining the type and severity of the
disciplinary action, the City Manager may consider aggravating and mitigating circumstances, which
include, but are not limited to: the repeated nature of misconduct; prior disciplinary action imposed; the
severity of the misconduct; the employee’s work record; the effect of the misconduct on City operations;
and/or the potential of the misconduct to harm persons or property.

25.140. Appeals.

Except as otherwise provided herein, or other applicable law, all appointed officers and Full-Time
employees of the City shall hold their employment without limitation of time, being subject to suspension
without pay for more than two (2) days, demotion, or dismissal only as provided in Utah Code Ann. ' 10-
3-1106, as amended. As provided in Section 3-30-030 of the Syracuse Municipal Code, the following
officers and employees are not covered by the provisions of this Section: police chief, fire chief,
department heads, new hire probationary employees, part-time employees, temporary or seasonal
employees, or officers appointed by the Mayor or other person or body exercising executive power in the
City. All other appointed officers or employees (“covered employees”) who are suspended without pay for
more than two (2) days, demoted, or dismissed shall have the right to appeal such suspension, demotion,
or dismissal to the City Appeals Board in accordance with Section 3-30-030 of the Syracuse Municipal
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Code and the provisions of Utah Code Ann. ' 10-3-1106, as amended. All other disciplinary actions may
be appealed in accordance with the grievance procedures set forth in Chapter 24.

25.150. Disciplinary Action for Part-Time, Seasonal, and Temporary Employees.

Supervisors and Department Heads are expected to regularly communicate with part-time,
seasonal, and temporary staff regarding work expectations and performance matters the same as full-
time staff. When there are grounds for discipline, a part-time, seasonal, or temporary employee shall be
subject to appropriate disciplinary action, based upon the particular facts and circumstances of each
case. Disciplinary action may include one or more of the following: verbal warning, written reprimand,
suspension without pay, disciplinary probation, demotion, and dismissal.

Prior to any disciplinary action, the alleged misconduct and related circumstances shall be
investigated by the employee’s immediate supervisor and/or the Human Resource Manager. When
deemed appropriate, any investigation may also be conducted by an outside investigator hired by the
City. The investigation shall be conducted to the extent deemed necessary and appropriate under the
circumstances. Such investigation should provide the employee with an opportunity to respond verbally
and/or in writing to the alleged claims.

After the investigation, the employee’s supervisor shall make their final decision with consultation
of the Human Resource Manager. The supervisor or department head shall document the disciplinary
action using the City’s Disciplinary Action Form and attach all necessary and applicable documentation or
proof of the employee’s misconduct or performance issue. The Disciplinary Action Form shall be signed
by the supervisor, the Human Resource Manager, and the employee. If the employee refuses to sign the
Disciplinary Action Form, the supervisor shall note such refusal in writing on the form. In determining the
type and severity of the disciplinary action, the supervisor may consider aggravating and mitigating
circumstances, which include, but are not limited to: the repeated nature of misconduct; prior disciplinary
action imposed; the severity of the misconduct, the employee’s work record; the effect of the misconduct
on City operations; and/or the potential of the misconduct to harm persons or property.
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CHAPTER 26
TERMINATION OF EMPLOYMENT
26.010. Types of Termination.
26.020. Voluntary Termination Procedures.
26.030. Involuntary Termination Procedures.
26.040. Resignation in Lieu of Involuntary Termination Procedures.
26.050. Reduction in Force Procedures.
26.060. Retirement Procedures.
26.070. Final Pay.
26.080. Return of City Property.
26.090. Exit Interview.
26.100. COBRA Coverage.
26.010. Types of Termination.

The following generally describes various types of termination of employment with the City. The
following is provided for information purposes only and is not intended to be an exhaustive list or
description of types of or grounds for termination of employment with the City.

€) Voluntary Resignation. Voluntary resignation occurs when an employee wishes to leave
employment with Syracuse City voluntarily and not due to retirement, involuntary termination, or
resignation in lieu of involuntary termination, as more particularly described herein.

(b) Involuntary Termination. Involuntary termination occurs when the employee is
terminated for involuntary reasons, such as for cause, or with or without cause in the case of at-will
employees. Involuntary termination may include resignation in lieu of disciplinary action as more
particularly described in Subsection (c).

(c) Resignation in Lieu of an Involuntary Termination. Any employee who resigns pending
involuntary termination for cause proceedings may be deemed to have resigned in lieu of involuntary
termination.

(d) Reductions in Force (Layoff). Reduction in force or layoff terminations may occur when
it is deemed necessary by the City to reduce the number of employees due to lack of work, lack of funds,
or other justified business reasons. The City may attempt to minimize reductions in force by readjustment
of personnel through reassignment of duties in other work areas.

(e) Retirement. Retirement is voluntary termination at the end of an employee’s career.
For purposes of these Policies and Procedures, retirement specifically means an employee who has
become eligible, applies for, and is entitled to receive a retirement allowance under applicable provisions
of the Utah State Retirement and Insurance Benefits Act, as set forth in Title 49 of the Utah Code
Annotated, as amended.

® Medical. The Americans with Disabilities Act (ADA) prohibits illegal discrimination by an
employer against an “otherwise qualified individual with a disability.” An employee should not be
terminated for medical reasons without prior consultation with legal counsel and compliance with the
City’s ADA policies and procedures.
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(9) Death. If an employee of Syracuse City dies, his or her estate receives all pay due and
any earned and payable benefits (such as payment for compensatory time, annual vacation leave, and
sick leave, if applicable) as of the date of death in accordance with City policies and procedures and
applicable State and Federal regulations.

26.020. Voluntary Termination Procedures.

Employees who wish to voluntarily terminate their employment with Syracuse City shall notify the
City at least two (2) weeks in advance of their voluntary termination. Such notice should be given in
writing to the employee’s department head or supervisor. Employees must comply with the notice
requirements set forth herein to be eligible for rehire. A Notice of Voluntary Resignation Form (see
Appendix S) shall be filled out by the employee and signed prior to final voluntary termination. If an
employee wishes to rescind their resignation, the employee must request to rescind their resignation in
writing to their department head as soon as possible. If the job opening has been posted or
reorganization of the department has been developed, the request will be denied. An employee who has
submitted their notice to resign may not use sick leave in the final two-weeks of employment unless the
employee provides a doctor’s note.

26.030. Involuntary Termination Procedures.

Any involuntary terminations for cause shall comply with applicable procedures set forth in
Chapter 25 regarding Disciplinary Action, including any applicable pre-disciplinary hearing and due
process requirements set forth therein. Such procedures shall not be required for involuntary termination
of at-will or excluded employees as more particularly set forth in these Policies and Procedures or as
provided by law. Employees who voluntarily resign in lieu of or are terminated due to lacking skill sets,
unable to pass training or obtaining required certifications will not be deemed as “for cause” and will be
eligible for rehire.

26.040. Resignation in Lieu of Involuntary Termination Procedures.

If an employee chooses to resign pending any for cause termination proceedings, the resignation
may be considered an involuntary termination pending final resolution of the termination proceedings.
Alternatively, the City and the employee may negotiate and enter into a Resignation in Lieu of Involuntary
Termination Agreement containing terms acceptable to the City, including, but not limited to hold
harmless and indemnification provisions regarding the resignation in lieu of involuntary termination
proceedings, and waiver of notice and due process requirements for involuntary termination. Employees
who voluntarily resign in lieu of or are terminated due to lacking skill sets, unable to pass training or
obtaining required certifications will not be deemed as “for cause” and will be eligible for rehire.

26.050. Reduction in Force Procedures.
(a) If Syracuse City is facing a possible reduction in labor force, the City should explain the
situation to its employees, advising them of the possibility that reductions in force or layoffs may become

an economic necessity for the City.

(b) In the selection of employees for reduction in force, the following guidelines should be
considered:

(1) Temporary and probationary employees should be laid off first.
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(2) Regular employees should be the last to be laid off and based on the following factors:
longevity, previous performance evaluations and disciplinary actions.

(c) Before any reduction in force, Syracuse City should determine whether it is subject to the
requirements of the Worker Adjustment and Retraining Notification Act, 29 U.S.C. 2101, et seq., as
amended, and shall comply with any applicable requirements.

(d) Syracuse City should explain to any employee terminated through reduction in force the
employee’s options (such as COBRA and Retirement Plan Options).

(e) Written reduction in force notices should be provided to employees terminated through
reduction in force procedures. Such notice should contain a statement that separation from employment
is based on reduction in force and the effective date of the reduction in force termination.

26.060. Retirement Procedures.

Employees who desire to retire from employment with the City should notify the City as soon as
possible but no later than two (2) months in advance of his or her final workday. Such notice should be in
writing to the employee’s Department Head or Supervisor. Employees must comply with the notice
requirements set forth herein to be eligible for rehire and to be compensated for unused accrued sick
leave as outlined in Section 8.070 (e). A Notice of Voluntary Resignation Form shall be filled out by the
employee and submitted to the Human Resource Manager prior to final voluntary termination. In addition,
employees eligible for retirement benefits through Utah Retirement Systems (URS) shall work directly
with URS to work out the details of such retirement and benefits.

26.070. Final Pay.

Upon termination of employment with the City, the City will arrange for distribution of any pay
which may be due the employee, including pay for any hours worked but not paid, pay for unused,
accrued vacation leave (if applicable), pay for any unused, accrued compensation time off (if applicable),
and pay for unused, accrued sick leave (if applicable). Final pay shall be distributed on the regularly
scheduled pay day following the termination.

26.080. Return of City Property.

Terminating employees shall return any and all keys, supplies or equipment, which are the
property of Syracuse City to the Department Head, or his or her designee, at termination. Failure to return
City-issued keys, supplies and/or equipment upon termination will be considered theft and may be subject
to prosecution. Uniforms shall be retired according to the policy established by the department.

26.090. Exit Interview.

In order to provide appropriate feedback to the City and conclusion of employment for the
employee, terminating employees may be invited to complete an Exit Interview with the Human
Resources Manager and/or City Manager.

26.100 COBRA Coverage.

Any terminated employee shall be notified of his or her rights to continued insurance coverage
and other protections and requirements of the Consolidated Omnibus Budget Reconciliation Act of 1985
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(“COBRA”) in accordance with applicable Federal regulations.
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APPENDIX FORMS
All printable forms can be found by scanning the QR code or going to the following website:

https://www.syracuseut.gov/173/Human-Resources
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APPENDIX A:
Policy Manual Acknowledgement of Receipt

Syracuse City Corporation
PERSONNEL POLICY AND PROCEDURES MANUAL
ACKNOWLEDGEMENT OF RECEIPT

SYRACUSE
cITd

I, the undersigned employee of Syracuse City Corporation, hereby acknowledge that
Syracuse City has made a copy ofthe Personnel Policy and Procedures manual
electronically available to me and that | have received instructions on how to access it.

| further acknowledge that | may request a paper copy of the manual if | am unable to
access the manual electronically.

By signing below, | agree to familiarize myselfwith and abide by the policies and
procedures outlined in the manual. Further, | understand that this agreement does not
create an obligation or contract of employment between Syracuse City and myself.

| understand that reading this manual constitutes one of my job duties and that | am
required to perform my duties in accordance with the policies contained in this manual
and any updates, addiional rules, regulations, policies or procedures which may be
imposed by the City orthe department in which I work, whether or not | read this
manual. | understand that my failure to read this manual, as required, does not excuse
me from being covered by or complyingwith its provisions.

| understand that if | have any questions about the provisions contained in this manual, |
should direct them tothe City Manager.

| understand that this manual serves only as a guide and that Syracuse City reserves
the nght to change any of its policies andfor procedures at any time for any reason.

MName (printed):

Signature: Date:
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APPENDIX B:
Recruitment & Retention Policy

SYRACUSE
CITY s

RECRUITMENT & RETENTION POLICY

1) PURPOSE

A. The purpose of this policy 1s to establish a planned approach to ensure that Syracuse
City attracts the best talent possible, and motivates and retains that talent for the
overall benefit of the citizens.

B. Itis essential that Syracuse City recruits and retains the best talent possible to ensure
the most efficient use of Cify resources. Excessive turnover and any lack of direction
provided by City leadershup will produce mnefficiencies that waste City resources, and
will degrade the quality of service provided to the citizenry.

1) COMPONENTS OF THE POLICY

A. Leadership & Responsibility

Executive/ Administration

As the Executive/Administrative branch of Syracuse City, the leadership and responsibility
for creating an environment that breeds productive, dedicated, and engaged employees lies

primanly with the City Manager, and nltimately with the Mayor. with the support of the
department heads and the City Couneil.

City Council

The City Council will be tasked with reviewing programs and policies proposed by the City
Manager and/or Mayor, and adopting policies that align with the purpose of this pelicy.
Employees

Employees are respensible for bringing a positive, constructive approach to the workplace.
Issues affecting recruitment and retention are to be addressed by emplovees in a professional
and constructive mannes.

Adopted May 10, 2022
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APPENDIX B (continued):
Recruitment & Retention Policy

E. Employee Compensation Policy
Ii 15 the general policy of Syracuse City that 1t will compensate its employees on a menit-
based system in a manner that 15 competitive with the marlet. for wages and benefits.
Overcompensating does not ensure the best service and vndercompensating erodes the
City’s ability to attract and retain quality employees.
C. Administration of the Policy
1. Comparison Market
(a) Benchmarking of Comparison Entities

(1) Wage scales for all positions will be benchmarked against the following core
cities:

1. Roy

2. Clinton

3. Clearfield
4. Layton

5. Kaysville
6. Farmington
7. West Point

(1i) In addition to the core cities, the following cities/entities will be
benchmarked in these respective departments:

1. Public Works: Maintenance Workers, Crew Leaders, and
Supenntendents

a. North Davis Sewer District
b, Central Davis Sewer District
c. Weber Basin Water Conservancy District
d Davis & Weber Canal Company
e. Foy Water District
2. Fire Department
a. North Davis Fire District
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APPENDIX B (continued):
Recruitment & Retention Policy

b, South Davis Metro Fire District
c. Weber Fire District
d. North View Fire District
(iii) Subject to consent by the City Council, a city'entity that is not included in the

core lists above may be added to the benchmark list for any given position if
all of the following parameters are met:

1. The population, customers served, oumber of employees, or size of
service area are similar (within 30%) to that of Syracuse City.

2. The job duties and'or level of responsibility of the comparable position is
arguably the same or more similar to Syracuse City than a city/entity in
the core list.

3. The comparable city/entity is located within either Davis or Weber
counties.
(iv) Subject to consent by the City Council, a benchmark city/entity may be
removed from the core lists above if any of the following parameters are met:

1. The job duties and'or level of responsibility of the comparable position is
substantially different than the same position in Syracuse City.

b

The wage scale data published by the city/entity is older than 6 menths,
and more updated munbers cannot be obtamed.

3. The wage scale data published by the city/entity differs from their
advertised job announcements without a reasonable explanation.

(b) Gathering Benchmark Data from Comparison Cities/Entities

(i) The wage benchmarking process will happen cnce per year, fypically in
February, and m preparation for the annual budget.

(1) The City will primarnily rely on the Technet system. or other similar
cooperatrve data shanng platform to gather wages scales from other cities
and entities. At the discretion of the City Counecil, a third-party contractor
may be used to gather the data instead of Technet.

(111) The benchmarking data for each position will be verified with the official
wage scales of each city. City administration will check for errors,
inconsistencies, or other flaws. City administration will make any necessary
corrections. and conduct any additional research needed to ensure the
imtegrity of the data.

(c) Periodic Market Admstments

Syracuse City
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Recruitment & Retention Policy

(i) Every two years. the wage scales for each department will be reviewed and
adjusted to comply with the policy’s level of compensation outlined below.
This process will occur during the annnal preparation of the budget, with
associated wage adjustments becoming effective the first pay peried of July.
Wages will be adjusted commensurate with the wage scale, unless otherwise
determined by the City Council. Where possible, these reviews should
coincide with the regularly schednled in-depth review of each department’s
operations conducted by the City Council.

(1) The departments will receive their wage scale review in the following order:
1. Year 1: Public Works, Admin Services, Courts Records, CED
2. Year 2: Police, Fire, Parks & Recreation
2. Level of tion
(a) Setting Wage Scales

(i) Cotnciding with the Periodic Market Adjustments for each department. the
wage scales for each position will be set at the average of the top three
cifies/entities, however each position’s wage scale will be at least 109 higher
than the position below.

(i) At any time, the City Couneil may adjust a position’s wage scales to be
different than the policy standard above to address competitiveness and labor
market 1ssues.

(b) Career Progression

(1) Advancements: An Advancement is defined as an extra pay increase that
recognizes an employee’s improved skill, knowledge, or capability. Some
advancements also include a change in title to a higher position in the wage
scale. but typically does net include a significant increase in the employee’s
responsibilities or supervisory duties (e.g. Maintenance Worker 1 toa
Maintenance Worker 2). Frontline (non-supervisory) employees who meet
the requirements for an advancement established in each department will
receive an automatic 5% wage increase. Employees that also move to a
higher titled position will receive at least the mininmm of the wage scale of
the new position. Each employvee in a frontline position is eligible for a
maximum of two advancements. if the position allows.

(ii) Promotions are defined as a movement to a higher position that significantly
increases the employee’s responsibilities and/or supervisory duties. An
employee who is promoted will receive an increase to the minimmm wage of
the entering wage scale, but at least a 10% increase.

Syracuse City
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(c) Annual Merit Increases
(i) Syracuse City has adopted a “pay for performance” ethic, and therefore does

not use progranumed step increases or cost of living increases based on time
of service. A merit-based system is created to encourage continuous
improvement of employees, for the overall benefit of the City.
Commensurate with emplovee performance and improvement. the City
Manager will administer a system that provides a path for employees to
progress through the salary and wage scale for each position

(11) In order to determine the budgeted amount for merit increases, the Council

will:

(a) Calculate the moving average of wage increases for the last 3
years of benchmark cities/companies; and

(111) If the calculated average wage increase of benchmark cities in a given year is

greater than 130% of the average of the previous two years, the Council will
discuss the sitvation to determine if a special adjustment can be approved in
order to stay competitive with a rapidly changing market. Each department
will be allotted a proportional share of the budzeted merit increase dollars
based on the following formmla-

Dept Share of Budgeted Merit Increase Dollars= (Average merit
increase approved by the City Council) X Total payrell of the
department

Naote: Department heads will be considered a separate pocl for these
puIposes.

(1v) For each department. the average evaluation score will be calculated. The

average score will be targeted to recetve the average mernit increase. Scores
above the average evaluation will be provided a higher merit increase, and
scores below the average will be provided a lower merit increase.
Nevertheless. in no case shall the highest merit increase be higher than 50%
above the average, unless approved by the City Council. Any score below a
3 will not be eligible for a merit crease. Employees who were hired within
the evaluation year will receive a pro-rated merit increase based on the
number of months of service, as cutlined m the City’'s employee policy
manual.

3. Competitive Benefits Policy

Syracuse City
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(b) Every four years, the City’s benefits package will be reviewed with the City
Council to determine if adjustments need to be made.

{c) Methodology: Benefit levels will be comparable with the benchmark
cities/entities. In addition, the City will evaluate the feasibility of other benefits
that may set the City apart from the others for recruitment and retention purposes.
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APPENDIX B (continued):
Recruitment & Retention Policy

4. Reviewing Effectiveness of the Policy

(b)

(e)

Every two years, the City will conduct an internal survey of employees for the
purpose of gathering input on the City™s recruitment and retention efforts.

Every four years, the City Council and Administration will conduct a
comprehensive review of this policy to evaluate its effectiveness in achieving its
PUIpose.

5. Communication of the Policy

(k)

(d)

The Admimstration will produce materials and information that outlines the
predictable and stable natre of career progression outlined in this policy ina
way that emplovees will be able to reasonably rnderstand and envision a future
with the City.

The Admimstration will produce materials and information for employees that
clearly ountlines the level of compensation owtlined in this policy.

The City will utilize the following venues and cutlets for conmmenication of the
policy:

{1v) Written material durmng the on-boarding process.

{v) Electronic information accessible to the emplovee throngh intranet or similar

INEeans.

{vi) Periodic presentation of the policy in all-employee meetings or open
enrollment meetings.

{vii) Written and electronic material available to potential candidates
through the website or other similar means.
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APPENDIX C:
Volunteer Service Agreement

\.I-" Syracuse City Corporation
VOLUNTEER SERVICE AGREEMENT
SYRACUSE
CITY

Volunteer Information

Mame:

Primary Phone NMumber:

Alternate Phone Number:

Address:

E-Mail Address:

Emergency Contact Information:

Name:

Relationship:

Phone Number(s):

Volunteer Assignment Information
Project Type (check one box):
[] Court Ordered Community Service
Eagle Scout or Other Boy Scout Community Service
[[] Church Group
Ongoing Community / Volunteer Service

[] Other Cemmunity { Volunteer Service

Department Working In:

City Staff Member Overseeing Service:

Syracuse City
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APPENDIX C (continued):
Volunteer Service Agreement

Description of Service to be performed:

Anticipated Dates of Service:

Start:

End:

Volunteer Acknowledgement and Agreement

1. lacknowledge that | am volunteering solely for personal purposes or benefit without promise or
expectation of compensation, benefits, or future employment from Syracuse City beyond any
specified reimbursement agreements.

2. | agree to familiarize myself with, and abide by, Syracuse City's policies and procedures
regarding conduct, confidentiality, safety, and related policies and procedures. | understand that |
may be subject to the same pre-employment screening and background checks as paid
employees performing similar duties.

3. | agree to follow the supervision and direction of any personnel, employee, or other volunteer to
whom | have been assigned to perform services. | also agree to participate in any training
required by Syracuse City in order to perform volunteer senvices.

4. lunderstand and agree to follow the guidelines set forth if | am under 16 years of age. If | am a
Volunteer that is required to fill out this form and am 14 or 13 years of age | may not volunteer for
more than 3 hours on a school day and may not volunteer later than 7:00PM from September 1
to June 1% each year and may not volunteer later than 9:00PM from June 2™ to August 31* each
year. Yolunteers that are 16 years of age or older do not have any restricted hours.

5. i my duties include driving on City business, | acknowledge that | must possess a valid driver's
license and that | may be subject to a Department of Motor Vehicle (DMV) driver's license
background investigation.

6. | acknowledge that the City provides limited acecidental liakility coverage to volunteers, but that no
other City-sponsored medical, retirement, or insurance apply to my associate with Syracuse City
as a volunteer.

7. lacknowledge that Syracuse City may end my volunteer services with the City at any time and for
any reason.

By signing below, | attest that | am freely volunteering my time and services to Syracuse City. | also
attest that | have read and agree to abide by the acknowledgements and agreements listed above.

Volunteer: Date:

If you are under 18, a parent or quardian must also sign this form

Parent/Guardian: Date:

Syracuse City
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APPENDIX C (continued):
Volunteer Service Agreement

Approval Signatures:

Human Resources: Date:

To Be Completed by Human Resources Upon Completion of Volunteer Service
Actual Dates of Services:

Start Date:

End Date:

Eligible for Future Yolunteer Services? Yes No

If “MO*", please specify why:
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APPENDIX D:
Donation of Leave

Syracuse City Corporafion
Human Resources Deparfment
Updafed 62022

Syracuse City Corporation
DONATION OF LEAVE FORM

SYRACUSE

cITY

Employee Information

Mame: Employes Number:

Department: Job Title:

| voluntarily wish to donate the following leave to the leave pool. 1 understand that once the leave has been
fransfemed, it may not be restored or retumed to my sick andf/or vacation leave bank. | understand that | may not
claim this donation as an expense, a tax deduction, or a charitable contribution. | am donating the leave specified
below voluntarily and of my own free will.

Sick Leawve: You must have a balance of 160 hours of sick leave remaining after the donation. Donations must be
in increments of 1 hour.
Donate Sick Leave
Total Hours Donating:

Vacation Leave: You must have a balance of 80 hours of vacation leave remaining after the donation. Donations
must be in increments of 1 hour.
] Donate Wacation Leave

Total Hours Donating:

Employee Signature: Date:

For HR Purposes Only:

Sick Hours Available: Sick Hours Donated: Sick Hours Remaining:
Vac. Hours Available: Wac. Hours Donated: Wac. Hours Remaining:
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APPENDIX E:
Donation Leave Request

Syracuse City Corporafion
Human Resources Deparfment
Updafed &/2022

Syracuse City Corporation
DONATION LEAVE REQUEST FORM

SYRACUSE
CcITY Date of Request:

Employee Information
Mame: . Employee Number:

Department: _ Job Title:

Supervisor Name:
Dates of requested leave:
Total number of sick leave hours requested:

Reason of request:

| authorize Syracuse City to release all information above to all members of the Leave Donation Board for the sole
purpose of making a determination of approval or denial of my request. | understand that if | am granted any leave
donations and I retum fo work before all donated leave is used, the donated leave shall retum o the leave pool.

Employee Signature: Date:
APPROVAL:
Department Head™ Diate:

"Approval from Department Head may be overnidden by the City Manager or if leave qualfies as a right under federal, state, or local laws.

For HR/Payroll Purposes Only:

Approved Date:
Sick Hours Granted by Leave Donation Board (not to exceed 480 hours):

Leave Dionation Board Member, HR Manager Signature:

Donated Sick Hours Used:

Donated Sick Hours Returmned to Leave Pool:
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APPENDIX F:
Employee Rights & Responsibilities

Your Employee Rights
Under the Family and
Medical Leave Act

What is FMLA leave?
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APPENDIX G:
Ethics Pledge

Ethical Behavior Pledge Form surACUSE

est. SITY wasn

Annual Ethics Pledge

The following pledge is required to be made annually by all officers and employees of
Syracuse City:

1, , pledge to adhere to the code
of ethics as approved by the City Council. These topics include, but are not limited to:
improper use of official position, accepting gifts or loans, disclosing privileged
information, retaining a financial or beneficial interest in a transaction, nepotism, misuse
of public resources or property, outside employment, political activity, fair and equal
treatment, and conduct after leaving office or employment. Additionally, | pledge to
disclose all conflicts of interest on the conflict of interest disclosure form. | understand
that state statute and City ordinance provide for penalties for violation of specific
unethical behavior. Signing this document verifies that | have been provided time to
read applicable statutes and ordinances, as well as the Syracuse City code of ethics.

| declare under criminal penalty under the law of Utah that the foregoing is true and
correct.

Signature:

Date:
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APPENDIX H:
Notice of Secondary Employment

Syracuse City Carporation
\-. [ / Human Resources Department
' Form HR-109
] Updated November 2020
SYRACUSE Syracuse City Corporation
CITY NOTICE OF SECONDARY EMPLOYMENT

Date Reguest Submitted:

Employee Information

Name: Employee Number:

Department: Job Title:

Secondary Employment Information
Employers Name: __
Employers Address:

Employers Type of Business:

General Description of Joh Duties:

In general, what hours would you be working (i.e, 8 am to 5 pm)?

On average, how many hours per week will you work for the secondary employer?

| hereby request approval to engage in secondary (outside) employment as described above.

Employee Signature: Date:

Approval Details

[] Approved

[ Unapproved (please explain):

Supervisor Signature: Date:
Department Head Signature: Date:
HR Manager Signature: Date:
City Manager Signature: Date:
Syracuse City 180
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APPENDIX I
Injury/Incident Report Form

\ 7

== Syracuse City Accident/ Injury / Incident Report Form

Please print clearly & check the correct box (wimesaisupsrvzor fil in ail Information you have knowlsdge of)

Status: I:‘ Person Invobved I:'Wimess |:| Supervisor |:| Other
Outcome: . Wehicle Accident . Injury/liiness . Mear Miss . Other Incident

1. DETAILS OF PERSON INVOLVED

Mame: Phone: _

Address: Date of birth:

Department: Pasition:

Supervisor: Work start time on day of incident am/pm

2. DETAILS OF VEHICLE / PROPERTY (if applicable)

YearMakeModel'Color or Description of Property:

VIN/Serial Humber:

Other Information:

3. DETAILS OF INCIDENT

Date of Incident: Time of Incident: amipm
Date Reported: Reported fo:
Exact Loecation:

Describe how the incident occurred and what you were doing at the time:

How could the incident have been prevented?:

Were any safeguards or PPE being used? Which ones?:

4. DETAILS OF INJURY (if applicable)

Mature of injury (2g. bum, cut, sprain):

Cause of injury (=g. fall, hit with faling hammer):

Location of body (eg. lower back, left forearm):
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APPENDIX | (continued):
Injury/Incident Report Form

\Y/,
~ Syracuse City Accident/ Injury / Incident Report Form

5. DETAILS OF WITNESSES

Phome:

Mame:

Mame: Phome:

6. TREATMENT ADMINISTERED (if applicable)

Dioctor's name:

Treatment:

Employes's Signature: Diate:
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APPENDIX J:
Injury/Incident Checklist

Post-Accident/Incident Checklist

=

. [ Notify Supervisor/Dept. Head

2. ONotify HR Manager

3. [ Take employee to get medical care as instructed in Chapter 16
of the Policy Manual

4. [0 Have WorkMed do drug and alcohol screening (call after-hours
phone 801-387-8378, if needed)

5. O Employee, Witnesses & Supervisor fills out Injury/Incident
Report form and gives to HR Manager ASAP

6. [ Gives pictures or any other information pertinent to
injury/incident to HR Manager ASAP.

7. [ Gives a copy of the Return to Work or Restricted Duty

instructions from the doctor to the HR Manager ASAP.
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APPENDIX K:
Bomb Threat Checklist

Syracuse City Corporafion

Ny Human Resources Department
= Form HR-113
SYRACUSE Updafted March 18, 2015
cITy
Syracuse City Corporation

BOMB THREAT CHECKLIST

If you receive a bomb threat, please record as much information about the threat, call, and caller
as possible, including the following:

1. Was the threat received through the news media, a law enforcement agency, through a
telephone call, or via some other method of communication?
[] News Media
[] Law Enforcement Agency
[] Telephone Calls
|| Other Method of Communication:

2. What time was the threat received?

3. Was the person making the threat an adult?
Yes
[ No
["] Unable to Determine

4. Was the person making the threat male or female?
Male
[| Female
["] Unable to Determine

5. Was a specific time given for the explosion?
[]Yes:

[ No

6. Was a specific location given for the bomb?
[]Yes:

[] Na

7. Was a waming given to evacuate?
[]Yes
[] Na

8. Did the caller provide a cause or justification for the bombing?
Yes:

[ No

9. Do you remember any other details about the threat, the call, or the caller?
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APPENDIX L:
Tuition Aid Application

Syracuse City Corporation
Human Resources Department

Date Request Submitted:

Updated August 2023
Syracuse City Corporation
\ TUITION AID REQUEST
= =
SYRACUSE
CITd

Tuition Aid Policy Information

Syracuse City offers tuition aid fo full-ime, non-probationary employees who wish to continue their education.
Tuition aid reguests must be for courses of study that are related to the employee's position with the City and
approval of tuition aid requests is subject to the availability of funds. Tuition aid request must be submitied for
approval prior to the start date of the course(s) for which the employee is requesting tuition aid. Approved fuition
aid requests will be paid to the requesting employee as provided in section 16.060 (c) of the Syracuse City
Personnel Policies and Procedures Manual. Employees who receive tuition aid will be required to return any aid
received if they terminate their employment with Syracuse City within one year after receipt of said tuition aid.

Employee Information

Name: Employee Number:
Department: Joh Title:
Date of Hire: Supervisor:

Course Information

Educational Institution:

Course Number(s): _

Course Description(s):

Estimated Tuition Expense*:

* Please attach a copy of any related receipts.

| hereby request approval for tuition aid as described above.

Employee Signature: Date:

Pre-Approval Details
[ Pre-Approved

[ Unapproved (please explain):
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APPENDIX L (continued):
Tuition Aid Application

Pre-Approval Signatures

Department Head:

Syracuse City Corporafion
Human Resources Department
Updated August 2023

Date:

Admin. Services Director:

Date:

City Manager:

Date:

Approval Details

[ Approved (please give the amount of aid approved):

[ Unapproved (please explain):

Approval Signatures

Department Head:

Date:

Admin. Services Director:

Date:

City Manager:

Date:

employee’s transcript much be attached)

[ Yes (eligible for tuition aid payment)

[ Some (if more than one course taken; please specify which were completed):

Tuition Aid Payment Information (to be completed upon employee’s completion of course(s))

1. Were the courses for which tuition aid was requesied completed with a *C” grade or hetier? (a copy of the

1 Mo (not eligible for fuition aid payment)

(refer to section 16.060 (c) for reimbursement percentage):

2. If *Yes” above, please indicate which course(s) were completed with a “C” grade or better, the grade
received in each course, and the related percentage of aid that the employee is eligible for for each course

3. Please forward this completed form to the HR depariment for reimbursement.
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APPENDIX L (continued):
Tuition Aid Application

Syracuse City Corporation
Human Resources Department
Updated August 2023

FOR HR USE ONLY
1. Has the employee received any other tuition aid during the current fiscal year?
[ Yes — How much? §
O No
2. Total amount of reimbursement for which the employes is eligible in the current fiscal year: §
3. Total amount of reimbursement for which the employee is eligible on this request: $
4. Total amount of reimbursement to be provided to the employee: §

5. Date the reimbursement was paid out to the employee:

6. Reimbursement processed by:
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APPENDIX M:
Missing Receipt Form

Missing Receipt Form

Crepartment

Cardholder/Employee Name

Expense Acct #
Travel # (When Applicable)

Merchant Name
Crate

Why Receipt is Missing

Item Description Quantity | 5/Unit Total

Total 5

Employee Signature Supervisor Signature
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APPENDIX N:
Emergency Preparedness Cash Out Form

Syracuse City Corporafion
Human Resources Deparfment
Form HR-106
\ / Updated November 2020
Syracuse City Corporation
EMERGENCY PREPAREDNESS CASH OUT FORM

SYRACUSE
cITY Date Submitted:

Employee Information

Mame: Employee Number:

Department: Job Title:

Request Details

Cash Out Sick Leave
Dollar Amount Requesting:

Cash Out Vacation Leave
Dollar Amount Requesting:

ltems Purchased:

Employes Signature:

Approval Signatures:

City Manager:

Department Head:

Administrative Services Director;

Human Resources:

For HR Purposes Only:

Hourly Rate of Pay:

Number of Sick Leave Hours being Cashed Out:

Number of Vacation Leave Hours being Cashed Out:
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N7

- =

APPENDIX O:
Telecommuting Request Form

cunrcuse TELECOMMUTING REQUEST FORM

cCITY

Department Head:

inztructions: The following information iz required fo make a reguest and a decizion for @ potential telecommubing work

Title:

Date:

arrangement. An employee should complefe pages 1-2 prior to meeting with the supervizor. If 3 felecommuding
arrangement iz spproved, the supendzor and the employee should jointly complete and =ign on page 3.

Details
1. What is the requested work schedule?
DAY HOURS LOCATION DAY HOURS LOCATION
{Week 1] {e.g. 7:00 am AnEREL (e.g- 7:00 am —
— 4:00 pmj 4:00 pm})

Sunday* = On-site = Off-site | Sunday® = On-site = Off-site
Monday = On-site = Off-site | Monday = On-site = Off-site
Tuesday = On-site = Off-site | Tuesday = On-site = Off-site
Wednesday = On-site = Off-site | Wednesday = On-site = Off-site
Thursday Z On-site = Off-site | Thursday Z On-site = Off-site
Friday Z On-site = Off-site | Friday Z On-site = Off-site
Saturday* = On-site = Off-site | Saturday® = On-site = Off-site

Total Hours

*Saturdsy and Sunday shifiz are only available in imied positions and depardiments that correspond to City need.

Job Consideration

Response

VWhat elements of your job can be performed off-
site? Which cannot?

How can your productivity and quality of work be
measured when you are telecommuting?
Please be specific in your response.

VWhat recurring meetings could be impacted by
this request?

VWhat engeing or recurring task deadlines and
projects could be impacied by this request?

Page 1
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APPENDIX O (continued):
Telecommuting Request Form

Job Consideration Response
Telecommuting employees may be required to
come into the office for meetings or contingent
business needs; this could include changing the
telecommuting arrangement on a shori term
basis. If you are needed in the office on a
telecommuting day or needed schedule change,
how much notice time would you need and why?
What workload or coverage issues would be
created for other team members as a result of
this telecommuting arrangement?

Where will your telecommuting work be
conducted? Describe the location and how it
will be conducive to telecommuting.

What additional tools, equipment and
technelogy will be needed for your work fo be
completed?

What are the privacy requirements of your
position, and how will you meet them?

What personal cbligations could affect the work
you are daing while telecommuting?

Other considerations for this arrangement:
Do you have high speed internet of 30 mbps or
higher?

Do you have password protected internet?
Other?

Page 2
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APPENDIX O (continued):
Telecommuting Request Form

Telecommuting Approval
TO BE GOMPLETED BY SUPERVISOR and EMPLOYEE

S and
Employee
Initials

Duration of telecommuting arrangement:

T Temporary  Sfart date: End date:
T Ongoing* Start date: *Following successful completion of trial perod.
1For ongoing arrangements, how often will the arrangement be evaluated?
‘What is the next review date?
Depending on the work schedule, the employee may be reguired to document their work
time, keep a work log, or assist manager in assessing preductivity in other ways.

If approved, what equipment and software or information systems will be reguired?

Acknowledgment:

| understand this request will be censidered and approved at the sole discrefion of City management. If
approved, Syracuse City reserves the right to suspend, cancel or amend this arrangement at any time. Further,
| understand that approval of my request does not constitute any form of employment contract or other binding
agreement between me and Syracuse City.

| acknowledge that | have read Syracuse City’s policy and procedures and | agree to adhere fo the provisions
therein. | understand that failure to adhere fo the provisions may result in revocation of the telecommuting
arrangement, or corrective action up to and including termination of employment.

Employes Date

Department Head Date

Nots: If the telecommuting arrangsment is terminated, the employee and the supervisor will discuss a timeling
for when the change will occur.

Page 3
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APPENDIX P:
Employee Grievance Form

\ | Syracuse City Corporation
ﬁ'—f:: FORMAL EMPLOYEE GRIEVANCE FORM

SYRACUSE Date Compleed:
CITY

Grievance Policy Information

It is the purpose of the SyracuseCity grevance procedure(established in Chapter21 ofthe City’s Personnel
Paolicy and Procadures Manual) to establish a method whereby employvee grievances can be fairly and effectively
resolved. Thefiling of a good-faith grievance willin noway prejudice the status ofthe employee. Itis the goal of
the City's grievance policy to address employee grievances atthe lowest ad ministrative level possible.

Grievance Form Instructions

Please complete all sections of this form completely andwith as much detail as possible. Theform should be
completed and submitted to yoursupervisor (or other party inaccordance withthe City's grievance policy) within
10 days ofthe event giving risetothe grievance orwithin 10 days of acquiring knowdedge ofthe event giving rise
to the grievance.

Employee Information

MName: Employes Mumber:

Department: JobTitle:

Grievance Details

Statement of Grievance (please attach additional sheets if necessary):

Background Information (please attach additional sheets if necessary):
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APPENDIX P (continued):
Employee Grievance Form

Grievance Details (continued)

Requested Resolution:

| hereby request attestthat the information containedin this grisvance is true and accurate to the best of my
knowledge.

Employee Signature: Diate:

Grievance Acknowledgement(s)
First Notification

Mame: _Date Received:

Signature:

Please attach your respons e andfor investigation results and returnto theaggrieved employee.

Second Notification

Mame: _Date Received:

Signature:

Please attach your respons e andfor investigation results and returnto theaggrieved employee.

Third Notification

Mame: _Date Received:

Signature:

Please attach your respons e andior inv estigation results and returnto theagarisved employee.
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APPENDIX Q:
Administrative Leave Form

Syracuse City Cormporation
Human Resources Deparfment
Updafed 4/2018

Syracuse City Corporation
ADMINISTRATIVE LEAVE FORM

SYRACUSE
CITY Date Submitted:

Employee Information

Name:

Department: Job Title:

Request Details

Paid
Dates anticipated:

Unpaid
Dates anticipate:

Approval Signatures:

City Manager:

Department Head:

Human Resources:
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APPENDIX R:
Disciplinary Action Form

\ f Syracuse City Corporafion
Y Human Resources Depariment
(‘4: Updated December 2022
YURACUSE Syracuse City Corporation
S S DISCIPLINARY ACTION FORM
CITY
Date Completed:

Disciplinary Action Form Instructions

This form is used as a guide for the supervisor when documenting issues that need attention under the provisions
of the Syracuse City Disciplinary Action policy. When completed, it serves as a written record of disciplinary
action conducted with an employee pertaining to violation of City rules andfor failure to meet necessary
performance standards.

Employee Information

Name: Employee Mumber:

Department: Job Title:

Type of Disciplinary Action Being Issued (check the appropriate box):

Verbal Waming Probation
Effective Date:
Wiitten Reprimand Length of Probation:
[ | Suspension [ ] Demotion
Effective Date: Effective Date:
With Pay
Without Pay Termination
Effective Date:

Violation/Incident Details

Date and Time of Violation/Incident:

Violation/incident Details (attach any relevant backup to this form):

Have There Been Similar Violations/Incidents? Yes Mo

*If ves, list dates and details of previous violationsfincidents and acfion taken:
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APPENDIX R (continued):
Disciplinary Action Form

Syracuse City Corporation
Human Resources Department
Updafed December 2022

Disciplinary Action to be Taken for Current Violation/incident:

Performance Improvement Action Plan: _

Consequences of Failure to Improve: _

Signatures:

To the employes:

This written record of disciplinary action is being issued based on your violation of one or more City rules andfor
your failure to meet the performance standards necessary for your current position. This report will remain in your
personnel file. You are being provided a copy of this Disciplinary Action Form.

Your signature below indicates that you have seen the completed Disciplinary Acfion Form and that the contents
have been reviewed with you. Your signature does not necessarily indicate that you agree with the information
contained above.

Employee Signature: Date:

Supervisor:

Printed Name

Date:

Signature

Human Resources:

Printed Name

Date:

Signature
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APPENDIX S:
Voluntary Resignation Form

N7
SYRACUSE
CITY

NOTICE OF VOLUNTARY RESIGNATION

Employee Name:

Date of Notice Given:

Last Day of Work:

Position Title:

Department:

Are you willing to meet with Brody & Shauna for an Exit Interview: CIes ONo

Reason for Leaving:

T1Other Employment ~ Scheduling Conflicts TlUnhappy wiSupervisor
TICareer Advancement " Home/Family Meeds TUnhappy w/Co-Workers
—Furthering Education —Personal CIMot a Good Fit
Retiring —Unhappy wiSalary/Benefits

TIMoving —Unhappy wiType of Work

C10ther:

*Please note that if a 2-week notice is not given, you will not be eligible for rehire.

Current Address:

Phone #:

*Should your address change, be sure to update your address with us to ensure timely receipt of your W-2
Statement and any other correspondence that may be mailed to you.

Employee Signature Date
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